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ABSTEACT 

This  curriculuffl  guide  for  teacher^coordinators  is 
designed  to  provide  a  course  of  study  in  distributive  education 
(Distributive  Education  II)   in  Oklahoma,  Content  is  in  nine  sections 
with  each  secticn  consisting  of  one  or  more  instructional  unitsj  (1) 
Orientation   (Introduction  to  Distributive  Occupations^   DECA) ^  (2) 
Survival  Skills   (Job  Application  and  Intervien^  Handling  Money^  Cash 
Begister^   Shoplifting  Prevention,  and  Communications) ^    (3)  Human 
Relations,    ^^)   Selling    (Pre-^ Approach,  Approach^  and  Determining 
Needs;  Presentaticni  Overcoming  Objections,  Close,  Suggestion 
Selling,  and  Reassurance) ,    (5)   Display,    (6)   Advertising  (Advertising 
Media;  Advertising  Lajout) ,    (7)    Herchandising ,    (8)  Store 
Organization,  and    (9)   Economics    (Economics  of  Free  Enterprise; 
Government  and  the  American  Market),  Each  instructional  unit  contains 
lesson  plans  for  several  days  and  includes  some  or  all  of  the 
following  color-^coded  componentsi  Performance  objectives  (unit 
objective  describing  the  general  outcome  by  completion  of  the  unit 
and  specific  objectives  delineating  steps  to  reach  the  unit 
objective) ,   suggested  activities  for  teachers  and  students, 
information  sheets   (cognitive  content),   visual  aides  (transparency 
masters)^  assignment  sheets  and  answers  (individual  and/or  group 
learning  activities  providing  direction  to  study) ,   job  sheets 
(procedures  for  skill  development),  tests,  and  test  answers.  Student 
materials  are  available  and  contain  everything  but  test  answers, 
answers  to  assignment  sheets,  and  suggested  activities,  (EM) 


Documents  acquired  by  ERIC  mclude  many  informal  unpubUshed  materials  not  available  from  other  sources.  ERIC  makes  every 
effort  to  obtain  the  best  copy  avmlable.  Nevertheless,  items  of  marginal  reproducibility  are  often  enaountered  and  this  affects  the 
quality  of  the  microfiche  and  hardcopy  reproductions  ERIC  makes  available  via  the  ERIC  Document  Reproduction  Service  (EDRS)* 
EDRS  is  not  responsible  for  the  quality  of  the  original  documgnt,  Reproductions  suppUed  by  EDRS  are  the  best  that  can  be  made  from 
O  inal. 
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FOREWORD 


This  publication  is  designed  to  provide  a  course  of  stLitly  in  distributive  education  in 
Oklahoma.  The  student  of  today,  who  will  be  the  businBSS  person  of  tomorrow,  needs 
to  be  a  well-educated  Individual  who  is  constantly  seeking  information  on  whicli  to  base 
the  many  decisions  he/she  is  ruquired  to  make.  The  purpose  of  this  course  of  study  is 
to  assist  the  DE  teacher^coordlnator  in  improving  instruction  in  Distributive  Education 
11  in  Oklahoma.  Appreciation  is  expressed  to  the  many  individuals  who  helped  in  the 
development  of  this  publication.  Teaching  of  distributive  education  should  become  more 
effective  with  the  use  o'  this  course  of  study. 


Francis  T.  Tuttle,  State  Director 
Vocational  and  Technical  Education 

Ted  Best,  State  Sujiervisor 
Distributive  Education 
State  Department  of  Vocational 
and  Technical  Education 

Frank  W.  Nelson,  Curriculum  Specialist 
Curriculum  and  Instructional  Materials  Center 
State  Department  of  Vocational 
and  Technical  Education 
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USE  OF  THIS  PUBLICATION 


L  Terminology 

A,  Unit  objective-General  outcome  desired  by  the  completion  of  the  unit 

B,  Specific  obJective-=Step  to  reach  the  unit  objective 

(NOTE;  Studies  have  shown  that  students  learn  more  when  specific 
behavioral  objectives  are  used.) 

C,  Instructional   materials  section- List  of  the  contents  contained  in  each 
unit 

D,  Job  sheet-Step-by=step  procedure  for  completing  a  certain  skill 

E,  Unit  of  instruction^-Lesson  plans  for  several  days 
11.    Color  code 

A.  White-Objectives,  suggested  activities/ transparency  masters 

B.  Green -Information  sheets,  student  copies  of  transparencies 
C=     Tan-Assignment  sheets 

D,  Blue-Job  sheets 

E,  Yellow^-Tests 

F,  Pink^-Answers  to  tests,  answers  to  assignment  sheets 

II L    Page  nurnbering  system 

Each  section  is  denoted  by  a  letter.  For  example,  "Orientation"  is  Section  A 
and  "Survival  Skills"  is  Section  B.  The  units  within  each  section  are  then 
numbered  consecutively.  An  example  of  a  page  number  is  DE  II  -  1-A,  This 
shows  that  this  is  the  first  page  of  Section  A  in  DE  IL 

IV.    Meaning  of  performance  terms  used  in  objectives 

A.  Name,  list,  select  from  a  list--To  memorize  or  to  give  total  or  partial  recall 

(NOTE:  There  is  some  cognitive  knowledge  which  is  necessary  in  order 
to  communicate  in  the  business  world  and  which  is  best  learned  by 
memorization  j 

B.  Identify-^Used  with  a  picturn  or  transparency  to  learn  association,  to  label 
parts,  or  to  point  to  parts 
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V.    ^^•:Mc,f^h  o'  .it  -  .  - 

A      M^it'^Mr?;      -fV  h'-  ^'u;  J  unit  at  i^nrje  a!      tirno  to  keep  the  matt*rial 

.il,v^i^,  -  rir-,v  for  thr  S  j:^^'!:  le^r  ^or  coorciinators  ask  students  to 

njn-ibH  i-  fi.'e  iif:  ;  i^irujrr^  for  the  ufiits  ^%fnly  stuUyiruj  a  particuldr  uriiL 
Th:s  'T'o^v'  f:r>rivf:ri;fint  *or  ijkinf|  the  nuiiurJal  homG  to  Study,  The  units 
,if^^  tntMi  Phic:^;::  tMi-  '  ^  :rf  Drnriers.  v,hich  may  be  purchasod  at  cost  from 
Ci\'C  wnan  com^:  ^  ^  ri  t.)^  t^;^'  unti.  Some  tt!acher=(:oor(iinators  have  stored 
thu  rrtUtMuis  t) y  u^^^X"^  *'^sncj  cubinets  or  storecj  thefT^  by  units  in  labeled 
hincjers.  unct^  j-jjif^  dVJ!^i^i^'  "roni  tho  C!MC. 

B.  V'i^  urvts  n:jy  l;'^  ^liv^'n  out  iH  onc^  if  clesired. 

C.  Stuci'L/ru  nm^^rsjis  ^^^ouiM  \}Q  nrovified  for  each  student  for  t)est  results.  They 
HKiy  he  nurchjsod  in  *or  kss  than  a  tencher^coordinator  can  reproduce 
the  M^titeriuls.  especiany  ^vhen  the  teacher  coordinntor's  time  is  considered. 
Student  mruorials  contain  everything  but  test  answers,  answers  to  assignment 
sheets,  and  suggested  activittes.  The  students  should  be  allowed  to  take 
the  f-^ateruils  horiie  at  the  enci  of  the  year. 

VL    Pre[)armg  to  teach 

A.  Read  sugqested  activities  in  advance  of  teachinc)  the  units  so  supplemental 
materials  can  ne  oi^tainoch  audio  visuals  prepared,  and  outside  resources 
contacted. 

B,  Supniement  the  objuctives  by  supfjlyincj  ttie  "wfiy,"  personal  experiences, 
and  current  information  from  newsfjapers  and  magazines,  such  as  Chain 
Store  Ago,  Progressive  Grocer,  Food  Sarvico  Marketing,  Advertising  Age, 

and  DisnUiy  iVnrid. 
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C.  Prepare  for  iHich  unit  i^v  cionitiinr]  how  eoch  objective  can  best  be  taucjht, 

D.  Allow  students  or  toacliGr's  aic!f?s  to  i)reparc?  teachincj  materials.  For  examfjle, 
students  mny  prn[)nre  mol)ilns,  crossword  puzzles,  and  word^a  granis. 
Students  hotter  accn;  tliirigs  they  hnvi?  lieen  involved  in  prGf^arinq  um\ 
plnnninq. 

E. .     Divide  the  class  into  cirou[)S  and  linve  each  cjroup  prepare  a  different 

technique  for  presentincj  ussicjned  objectives.  For  example,  one  group  may 
f)ref)are  mobiles  and  another  group  prepare  worci-a-grams.  Rotate  iho 
methods  among  the  groups.  Learning  will  take  place  as  they  pref^are  toncliincj 
instruments  for  the  rest  of  the  class  to  use. 

Teaching  methods 

A.  11  is  a  challenge  to  keep  students  motivated  when  teaching  cognitive 
knowledge.  Use  these  exam[)les  as  a  stimulus  for  ideas  or  use  them  as  a 
checklist  to  keep  from  getting  in  a  rut  and  using  only  the  lecture  method, 

B.  It  is  recommended  tfiat  at  least  two  different  teaching  methods  be  used 
per  hour  since  the  average  attention  span  is  twenty  minutes. 

C.  Basic  core  curriculum  allows  teacfier-coordinators  to  manage  the  classroom 
better  and  to  wisely  use  their  preparation  time  to  develop  motivational 
and  teaching  teclnniques. 

D.  Vicieo-tafje  guest  speakers,  field  trios,  sales  demonstrations,  job  interviews, 
and  role  playing, 

E.  Use  positive  rewards.  Greet  students  individually  each  day  by  name  and 
with  a  smile.  Use  words  of  praise  more  than  words  of  criticism. 

F.  Have,  students  witli  additional  experience  help  those  students  who  miss 
objectives  on  tlie  pretest  or  posttest. 

G.  Keep  objectives  before  students  by  using  a  variety  of  colorful  metliods. 
For  example,  students  may  write  objectives  on  construction  paper  and  hang 
them  on  a  clothesline, 

H.  Place  objectives  on  parts  of  a  puzzle  which  have  been  cut  from  poster  board. 

Write  objectives  on  pieces  of  construction  paper  which  are  removed  from 
a  poster  board  to  reveal  a  collage  or  pictures  of  examples  of  the  sulijuct 
matter,  discussed. 

J.  Write  answers  to  the  objectives  in  the  students  own  words  on  tfie  opjiosite 
side  of  the  construction  paper  used.  Students  should  then  be  responsible 
for  beginning  rhe  class  discussion  as  they  display  their  assigned  objectives 
an  tlie  clothesline,  [)uzzle  part,  or  poster. 
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K,  Have  students  propcire  crossword  puzzles  using  terms,  lists,  find  conceptb 
found  in  the  unit  and  tlien  exclinncie  thu  puzzles  wiui  other  class  members. 
This  is  a  good  way  to  roviow  a  unji,  introduces  a  unit,  or  stimulate  discussion 
vvhile  covering  the  information, 

L.  Prepare^  word-aijrnms  with  terms  hidden  in  a  {\n(:\  containing  many  different 
letters.  Students  are  given  the  definitions  and  then  must  know  the  terms 
in  order  to  find  the  terms  hidden  inside  the  grid. 

(NOTE:  A  grid  which  may  be  clufjlicated  and  used  as  a  guideline  for 
preparing  crossword  puzzles  and  word-aiirams  has  been  provided  at  tiie  end 
of  this  section.) 

M.  Make  telephone  code  puzzles  using  terms,  lists,  and  concepts  found  in  the 
unit.  Spell  the  words  using  corresponding  numbers  on  the  telephone  dial. 
For  example,  "cat"  could  be  coded  "1 18."  Students  then  decode  the  terms. 

N,  Have  students  unscramble  letters  of  words  which  have  been  mixed  up..  This 
is  another  excellent  metfiod  of  presentiny  terms,  lists,  and  key  words, 

0.  Use  TV  game  shows  to  motivate  students.  Television  related  games  may 
be  used  as  a  review  at  the  end  of  a  discLission  period,  lecture,  or  textbook 
assignment.  The  teacher^coordinator  may  change  game  rules  to  fit  the  size 
of  the  teams. 

(NOTE:  It  has  been  proven  that  teaching  methods  which  involve  more  of 
the  senses  increase  learning  through  association  J 

P.  Play  "Password"  by  dividing  the  class  into  teams  and  rotating  the  turns 
among  the  team  members.  One  word  synohomous  clues  are  given  for  the 
terms  and  concepts  which  have  been  written  on  slips  of  paper.  The 
teacher^coordinator  may  devise  a  scoring  system.  The  students  will  often 
play  these  games  by  themselves  when  they  have  a  few  minutes  left  dLiring 
a  period. 

(NOTE:  Grades  will  often  improve,  too!) 

Q.  Play  "Jeopardy"  by  having  students  select  categories  and  questions  within 
the  categories  with  values  between  10  and  100  points. 

R.  Play  "Concentration"  by  matching  two  terms  and  defining  the  terms  to 
gain  team  points,  Tlie  terms  may  be  placed  on  a  peg  board  or  bullet ifi 
board.  Terms  may  be  taken  from  the  terms  and  definitions  in  the  unit, 
the  listing  objectives,  or  key  words  taken  from  broader  concepts.  The  terms 
may  be  written  on  3x5  index  cards  or  colorful  paper.  Students  will  "help'' 
one  another,  but  that's  alright  as  long  as  learning  is  taking  place. 

S.  Play  "  Hollywood  Squares"  by  having  a  panel  of  students  answer  questions 
and  bluff  answers  they  do  not  know.  Two  players  may  gain  boxes  on  a 
tic-tac^toe  board,  which  is  placed  on  the  chalkboard  on  a  transparency 
master,  by  agreeing  or  disagreeing  with  the  panel's  answers  and  bluffs. 
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T,  Play  sporls  {jtiinus,  such  m  footlieill,  husnbtiiL  oi  nnck.  B,iS(?s  lifKi  fiulcis  nuiy 
he  drawn  anti  plncejci  on  biiHutin  Tu)  tins  nioifind  o!  ^tHkincf  roviow 

cjLiestiDns  in  vvith  loca!  spartiiM)  iivimUs  which  o\  ItUi/n^sl  to  stLirlfMns. 
For  examiile,  the  "rnon"  or  tokunis  nitiy  hu  rruKlc?  iisifif]  si;lu?ul  cuk^rs  ciiul 
Ofiposincj  tHcini  colors. 

U.  PUiy  "Binqo"  tiny  of  75  wuys  l^y  iKivinc]  stuckints  [jkini}  i(?rm!i  in  afiy  i.>\ 
tho  boxes  on  th<j  ''Birujo"  cmtl  tluit  tlu)  stiidont  (k^sirns  ns  tho  cUiss  (Itncus^iinit 
IS    ttikiny   pUict).    Durifiy   thi^  rf?vii?w,  iunm  cirt)  duirki^d  Dui   tis  [\u} 

leuciier-coorclintitar  cjivos  ckiDs  md  Wmi  slufk?nts  r(?c:c)ciniz[?  tluj  loriris  frtHii 
clues,  Tho  "Bifiqa"  cnrci  inuy  \)u  duy  si/i.^  sLiCh  as  Inur  sEjii^in^s  iaii  and 
four  sfjunros  wiclo  or  five  Sf|unrns  tnll  and  fivn  ncjiinrns  \N\(Uy 

V,  Decoreiie  rho  roonr  Idavo  SiuduniH  fntiko  hulUdin  bonrds  or  pkiri?  uosiiM?^ 
on  walls  and  tioors. 

W.    Mtike  ti^ansparuncios, 

X.     invite  guest  Bpf^cikers. 

Y.     UstJ  rolu  playincj. 

Z.     Act  out  lerniH  ioy  pteiyinij  chariide^s, 

AA,  Have  students  einswnr  ciuestions  by  rofinatinc]  nil  prcivious  nn^wnrs  niven 
l)HforohLind  m  vvc^ll  as  thnir  answers.  Learnifuj  takus  f)UiCff  thrf)u(]h  ro[)utitinn. 

BB.  Miike  a  stick  fic|uro  on  n  fiangman's  noose  by  addinf]  a  f;art  to  thn  stick 
fiqurcf  each  time  the  stiidant  yives  an  incorrtu:ixQS[Tonsu  to  rcviuw  c|ucilions. 
VViinn  the  stick  ficiurB  is  cofTiplntr^  iht)  studont  is  "out." 

CC.  Use  the  '\vho  do  you  trust"  tiuestioniru]  tuchiiique  whuro  a  sludiMit  may 
nfiswer  questions  or  call  on  someone  ahu  to  answer  for  him/fier. 

DD.  Answer  roll  call  l^y  {jivintj  answers  to  ciLiestions. 

EE,  WritG  c|iJestions,  ralu  isloyinf}  scones,  anrl  finrsonal  problems  on  slips  of  paper. 
Have  students  select  die  situations  from  a  can  or  box.  The  studont  then 
acts  out  the  role  [Dlaying  situation  or  berjins  the  class  discussion.  This  is 
cjroat  for  usincj  peer  qroufD  pressure  in  a  positive  way. 

FF.  Arrange  field  trips  for  small  groups  with  related  interests. 

QG.  Let  "Concentration"  boarci  cards  and  "Password"  cards  double  as  flash 
carrds.  Advanced  students  may  use  flash  cards  to  helfi  otfier  students  learn 
an  ol>jective  or  to  catch  u\i  with  tfie  rest  of  the  class  after  being  absent. 

HH,  Have  siudents  make  mofjifes  from  clothes  hanger:^  and  construction  ^:)appr 
witfi  pertinent  information  placed  on  the  different  parts  to  decorate  tiie 
room  and  introduce  a  unit. 

11.  Use  job  sheets  ..ly  after  a  demonstration  by  ifie  DE  teacher^coordinator. 
Students  niay  be  rotated  through  these  activities  if  ecjuipment  or  time  does 
not  allow  students  to  complete  these  activities  all  at  one  time. 
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VIIL    Curriculum  and  coordination  duties 


Information  sheets  may  be  used  for  coordination  activities  and  advisory 
committee  conferences.  For  example,  it  would  be  helpful  ^  for  the 
teacher-coordinator  to  find  out  the  cash  register  procedures,  selling  approaches, 
and  otfier  sales  procedures  desired  by  each  student's  training  station, 

IX.  Curriculum  and  stulent  recruitincj 

The  job  interview  unit  should  be  reviewed  in  the  spring  as  students  graduate. 
Perhaps  a  seminar  could  be  prepared  for  all  graduating  seniors  and/or  as  a 
requirement  for  all  new  students  entering  the  program.  This  is  an  excellent  service 
and  student  recruiting  device. 

X.  Taking  notes 

S(.3ace  is  [provided  in  the  margins  for  students  and  teachers  to  add  notes  that 
su[)plement,  localize,  and  [)ersonalize  each  unit. 

XL     References  N 

References  usually  are  found  on  the  state  adopted  textbook  list.  They  should 
be  used  by  the  teacher -con  rt  Una  tor  to  supplement  his'^her  knowledge  of  the 
subject  area  or  to  help  siudents  with  a  particular  interest  or  occupational 
objective  in  the  area  covered. 

XII,    Testing  and  evaluation 

A.  Tests  may  be  written  or  oraL  J'..^ 

B.  It  is  recommended  that  the  tests  provided  in  each  unit  be.  divided  into 
shorter  tests  covering  three  or  four  objectives  at  a  time  and  given  soon 
after  those  objectives  have  been  covered  in  class.  ^ 

C.  If  objectives  have  been  added,  deleted,  or  changed  be  sure  to  make  the 
changes  un  the  test, 

D.  Copies  of  the  test  may  be  used  as  study  guides  or  open 'book  assign  irien  is 
prior  to  the  actual  testing. 

C.  Objective  sheet  or  unit  test  may  be  used  for  n  cjuick  [pretest.  If  the  stLidents 
already  know  the  information  covered  by  an  objective,  that  objective  mdy 
be  skipped  and  not  tested  on  any  further.  If  only  a  few  students  do  not 
know  an  objective,  tfic  stuclents  with  Inoader  ex[)eiience  may  help  catch 
tliose  stuclents  up  with  the  rest  of  tfu'  class  without  Sfjendintj  class  time 
on  that  oijjectivLs 

F,  A  selection  uf  c|uiju[ianH  frum  ifu?  uifits  uuvufud  may  \)u  used  fur  final  ujsts 
at  the  end  of  each  toni)  if  desirefk 


G.  The  acceptable  response  on  a  unit  test,  eighty^five  percent  in  most  units, 
may  be  raised  or  lowered  to  fit  the  topic  or  students'  ability  levels.  For 
example,  it  may  be  desirable  for  students  to  score  100%  on  units  dealing 
with  safety  and  handling  money.  It  is  hoped  that  teacher-coordinators  will 
work  with  students  until  they  can  achieve  at  least  average  or  above  average 
scores.  It  should  be  remembered  that  the  percentage  applies  to  the  overall 
score,  not  to  each  individual  question.  Also,  the  test  scores  should  be  used 
along    with    the    teacher-coordinator's    observation    of    tha  students 

•  demonstrating  the  desired  skills  for  the  final  unit  grade. 

H,  Assignment  sheets  may  be  graded  if  desired,  but  most  teacher-coordinators 
use  a  ''pass-fail"  or  "completed-not  completed"  system, 

XII L  Questionnaire 


The  following  questionnaire  should  be  used  with  the  "Introduction  to 
Distributive  Occupations"  unit  and  as  an  aid  for  interviews,  guest  speakers,  and 
field  trips.  The  questionnaire  may  be  reproduced  for  student  use. 


14 


XV 


QUESTIONS  FOR  RESOURCE  PEOPLE 


What  are  your  duties? 

What  are  your  working  hours? 

Do  you  sometimes  have  to  work  overtime? 

Do  your  duties  vary  from  day  to  day? 

Do  you  wear  special  clothing  or  shoes  on  the  job? 

What  equipment,  tools,  machines,  supplies,  or  instruments  do  you  use? 

What  are  the  working  conditions? 


a. 

Mostly  indoors? 

b. 

Mostly  outdoors? 

c. 

Noise? 

d. 

Temperature? 

e. 

Working  with  individuals? 

f. 

Working  with  groups  of  people? 

Working  with  people  who  are  under  emotional  stn 

h. 

Working  with  professional  people? 

Can  get  clothes  and/or  hands  dirty? 

Which  school  subjects  have  been  most  helpful  to  you? 

In  what  ways  do  others  depend  on  the  work  you  do? 

In  what  ways  do  you  depend  on  other  people  to  help  do  your  work? 

How  does  society  benefit  from  your  work? 

What  kinds  of  interests,  talents,  and  abilities  would  tend  to  help  a  person 
successful  in  ,y,Qur  field? 

What  are  the  physical  demands  of  your  work? 
What  personal  qualities  are  important  to  your  work? 
What  caused  you  to  enter  this  field? 
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16.  How  long  did  it  take  to  reach  your  present  position? 

17.  What  steps  did  you  take  to  reach  your  present  position? 

18.  What  are  the  rewards  from  this  type  of  work?  What  are  the  disadvantacjes?  Aro 
there  any  hazards? 

19.  What  educational  training  is  required  or  helpfLiI? 

a.  High  school? 

b.  Trade  or  technical  school? 

c.  College? 

d.  Onnhe^job  training? 

e.  Company  training  programs? 

20.  What  jobs  could  young  people  do  to  help  prepare  them  for  this  kind  of  work? 

21.  What  general  salary  ranges,  profit  sharing  programs,  or  savings  programs  aro 
typical? 

22.  _  .    What  fringe  benefits,  such  as  vacation  time,  sick  leave,  insurance,  and  educational 

leave,  are  typical? 

23.  Wfuj!        the  starting  salaries  in  this  type  of  work? 

24.  Are  ttiere  opportLinities  for  advancement? 

25.  Is  there  any  travel  involved  with  the  job? 

26.  How  will  technology  and  automation  affect  a  career  in  this  field? 

27.  When  are  people  fired  or  layed  off  in  your  field? 

28.  In  wliat  other  areas  can  a  per^cn  use  the  knowledge  and  ^ikills  acquired  In  this 
occupation? 

29.  Is  your  work  at  all  seasonal?  Is  il  limited  to  any  geoyrc;i()hicai  areas? 

30.  What  are  some  legal  regulations  you  must  know? 
a,      Laljor  laws? 

h.  Linenses^ 

c.      Ifitorstat^?  uf  intornntiofinl  Udde  rcMjulations^ 
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d.  Tax  laws? 

e.  Insurance  laws? 

f.  Veteran's  requirements? 

31.  Are  there  any  qualifications  dealing  with  age?  Height?  Weight?  Marital  status? 

32.  Did  any  of  your  leisure  activities  increase  your  ability  to  get  this  job  or  help 
you  perform  better  on  this  job? 

33.  Do  you  have  to  make  a  lot  of  decisions  on  your  job? 

34.  What  kind  of  activities  are  you  able  to  be  involved  in  outside  of  work? 

a.  Church  activities? 

b.  Civic  and/or  fraternal  organizations? 

c.  Professional  associations? 

d.  Country  club? 
Sports? 

f.  Arts? 

g.  Vacations? 

35.  What  technical  knowledge  does  a  person  in  your  profession  need  to  know? 

36.  How  much  information  is  needed  by  your  customers? 
37=       What  kind  of  paper  work  is  involved  in  your  job? 

38.  Are  you  responsible  for  expensive  items? 

39.  Do  you  need  to  be  concerned  with  product  or  service  promotion? 

40.  What  conditions  would  cause  a  business  in  your  field  to  close? 

41.  Is  there  anything  we  naed  to  know  about  your  Job  that  has  not  baen  asked? 
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DE  li  =  1=A 


INTRODUCTION  TO  DISTRIBUTIVE  OCCUPATIONS 

UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  list  the  advantages  and 
disadvantages  of  distributive  education  training,  to  state  standard  work  rules,  and  to  select 
suggestions  for  getting  along  with  persons  with  whom  an  employee  has  contact  on  the 
Job,  He  should  be  able  to  formulate  an  occupational  objective.  This  knowledge  will  be 
evidenced  by  an  overall  score  of  eighty-five  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 


After,  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated   with   distributive  occupations  to  the  correct 
definitions.  = 

2.  List  advantages  of  DE  to  the  student. 

3=       List  adjustments  which  a  student  musi  make  upon  enrolling  in  the  DE 
program, 

4.  Select  from  a  list  those  things  a  new  employee  should  do  the  first  week 
on  the  job. 

5.  Select  from  a  list  ways  a  student  can  get  along  with  the  supervisor. 

6.  Select  from  a  list  ways  d  student  can  get  along  with  his  co-workers. 

7.  Select  from  a  list  ways  a  student  can  get  along  with  customers. 

8.  Discuss  the  characteristics  of  a  good  employee. 

State  the  work  rules  under  each  of  the  following  broad  categories: 
punctuality,  neat  appearance  and  appropriate  clothes  for  the  job,  visiting 
on  the  job,  missing  work,  keeping  busy,  poise,  and  personal  management. 

10.  Select  from  a  list  those  conditions  which  a  student  should  meet  before 
quitting  a  job, 

11.  Select  from  a  list  good  study  habits, 

12.  Discuss  work  rules  related  to  various  situations, 

13.  Formulate  an  occupational  objective. 
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INTRODUCTION  TO  DISTRIBUTIVE  OCCUPATIONS 

UNIT  I 


SUGGESTED  ACTIVITIES 

Teacher-Coord  inator: 

A.  Give  pretest  using  objective  sheet. 

B.  Order  films  and  filmstrips, 

C.  Prepare  a  local  DE  program  rules  and  regulations  brochure  to  be  read  and 
signed  by  the  parents. 

D.  Provide  student  with  objective  sheet. 

E.  Provide  student  with  information  and  assignment  sheets. 

F.  Make  transparencies. 

G.  Provide  directories,  SB  A  pamphlets,  VIEW  materials,  and  "Occupational 
Briefs"  for  students  to  find  pertinent  job  information. 

(NOTE:  VIEW  materials  are  available  through  the  Oklahoma  State 
Department  of  Vocational  and  Technical  Education,  1515  West  Sixth, 
Stillwater,  Oklahoma  74074.  A  catalog  containing  "Occupational  Briefs" 
may  be  ordered  from  Chronicle  Guidance  Publications,  Inc.,  Monavia,  New 
York  13118.  The  cost  is  S,50  per 


H.  Discuss  unit  and  specific  objectives, 

I,  •  Discuss  information  and  assignment  sheets. 
J,     Give  test. 

K.     Reteach  If  necessary, 

L.  Test  again  until  minimum  standard  is  reached. 
Student: 

A*     Read  objective  sheet. 

B.  Study  information  sheet, 

C.  Take  notes.  , 

D.  Complete  assignment  sheets. 

E.  Take  testis), 
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INSTRUCTIONAL  MATERIALS 

L    Included  in  this  unit; 

A,  Objective  sheet 

B,  Information  sheet 

C,  Transparency  masters 


1. 

TM 

1  •■Distributive  Education;  A  Three-Legged  Stool 

2. 

TM 

2-Direct  Distribution 

3. 

TM 

3-One  Middleman 

4. 

TM 

4-Two  Middlemen 

5. 

TM 

5"Three  Middlemen 

D,  Assignment  sheets 

1.  Assignment  Sheet  #1 --Discuss  Work  Rules 

2,  Assignment  Sheet  #2-Formulate  an  Occupational  Objective 

E,  Answers  to  assignment  sheet 

F.  Test 

G.  Answers  to  test 
IL  References: 

A.  Career  Education.  Chamber  of  Commerce  of  the  United  States,  1615  N,W. 
H  Street,  Washington,  D.C.  20062. 

B.  Superintendent  of  Documents.  Dictionary  of  Occupational  Titles.  U.S. 
Government  Printing  Office,  Washington,  D.C.  20402. 

C.  Occupational  Guidance,  Minneapolis,  Minnesota:  Finney- Company,.  1974. 
II L    Other  materials: 

(NOTE:  Only  Oklahoma  teachers  may  order  films  and  filmstrips  from  the  State 
Department  of  Vocational  and  Technical  Education,  Curriculum  and  Instructional 
Materials  Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074.  Out 
of  state  teachers  may  purchase  and/or  rent  materials  from  the  addresses  listed  j 


EKLC 


21 


DE  II  ^  5= 


A.  Films: 

1,  "Your  Job:  Fitting  In,"  Available  from  Coronet  Films,  Coronet 
Building,  65  East  South  Water  Street,  Chicago,  Illinois  60001, 

2.  "Your  Job:  Good  Work  Habits/'  Available  from  Coronet  Films; 
Coronet  Building,  65  East  South  Water  Street,  Chicago,  Illinois 
80601, 

3.  "Your  Job:  You  and  Your  Boss."  Available  from  Coronet  Films, 
Coronet  Building,  65  East  South  Water  Street,  Chicago,  Illinois 
60601 , 

4,  "Keeping  Your  Job  Is  Work."  Available  from  Dibie^Dash 
Productions,  4949  Hollywood  Boulevarri,  Suite  217,  Hollywood, 
California  90028. 

B.  Filmstrips: 

1.  "How  to  be  a  Better  Employee."  Available  only  to  Oklahoma 
teachers  from  the  State  Department  of  Vocational  and  Technical 
Education,  Curriculum  and  Instructional  Materials  Center,  1S15 
West  Sixth,  Stillwater,  Oklahoma  74074, 

2.  "Your  First  Week  on  the  Job,"  Available  from  Guidance 
Associates,  Pleasantville,  New  York  10570. 


22 


DE  II  =  7^A 


INTRODUCTION  TO  DISTRIBUTIVE  OCCUPATIONS 

UNIT  I 


INFORMATION  SHEET 


I.    Terms  and  definitions 

A.  Distributive  education-Vocational  course  in  marketing  and  distribution 
consisting  of  on-the-job  training,  classroom  instruction,- and  DECA  activities 
(Transparency  1 ) 

B.  Vocational  education-Courses  which  specifically  help  a  person  prepare  for 
a  career 

C.  Marketing-All  the  activities  involved  in  getting  goods  and  services  from  the 
producers  to  the  consumers 

Distribution  system-^Channels  through  which  goods  and  services  get  from 
the  producers  to  the  consumers  (Transparencies  2,  3,  4,  and  5) 

E.  Consumer-Person  who  finally  uses  a  product  or  service;  often  the  same 
person  as  the  customer  or  the  one  who  makes  the  purchase 

F.  Cooperative  vocational  education  program-Instructional  program  where 
students  receive  school  credit  for  on-the-job  training  as  opposed  to  project 
classes  which  provide  training  mostly  through  classroom  projects 

G.  Training  station-Business  which  cooperates  with  the  school  to  prnvide 
training  and  learning  experiences  for  students  enrolled  in  coopr  ative 
vocational  education  programs 

H.  Training  station  sponsor-Employer  or  supervisor  responsible  for  training  and 
evaluating  students  enrolled  in  cooperative  vocational  education  programs 

L     Occupational  objective-Goal  for  possible  future  career 

J.  Group  instruction-General  classroom  instruction  needed  by  everyone  in 
marketing  and  distribution 

K,  Individual  instruction-Instruction  directly  related  to  the  student's 
occupational  objective  and  on^the^job  training 

L.  Job  record  sheet^^Form  used  in  DE  to  keep  a  record  of  hours  worked, 
wages  received,  and  duties  performed  on  the  job 

IL    Advantages  of  DE  to  the  student 

A.  Receives  one  to  three  hours  credit-Credit  is  based  upon  classroom 
instruction,  on-the^jota  training,  and  DECA  activities 

B,  Graduates  ready  to  enter  the  field  of  marketing  on  a  fulhtiftie  or  part-time 
basis  and/or  to  continue  his/her  business  education  in  a  college,  comriany 
training  program,  or  specialised  school 
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C.  Gains  good  references  for  future  jobs 

D.  Earns  money  while  learning 

E.  Receives  satisfaction  In  helping  other  people 

F.  Learns  to  accept  supervision  and  lo  work  with  other  people 

G.  Advances  faster  on  a  job  than  other  workers  without  training 

H.  Finds  much  is  expected  of  him/her  from  teachers,  parents,  supervisors,  and 
co-workers 

L      Develops  leadership  through  DECA  activities 

J,      Relates  classroom  Instruction  and  experiences  on  the  job 

K,     Becomes  aware  of  the'  exciting  opportunities  in  the  field  of  marketing 

L.     Learns  what  he/she  wants  and  does  not  want  in  selecting  a  career 

M.    Has  the  opportunity  to  experience  success 

N.    Shares  the  prestige  of  being  accepted  in  a  training  program  with  high 
standards,  reputation,  and  support  from  major  companies 

0.    Often  receives  discounts  on  store  merchandise 

P.     Can  apply  general  business  principles  to  many  areas  of  his/her  personal  life 

Example:  Salesmanship,  promotion,  forming  objectives,  human 
relations,  balance  and  color  coordination,  grooming  and 
personality  development,  problem  solving  techniques, 
budgeting,  basic  math 

Q.     Receives  guidance  on  problems  before  the  problems  become  n  -tjor  areas 
of  concern 

Adjustments  which  a  student  must  make  upon  enrolling  in  the  DE  program 

A.  Must  limit  participation  in  some  school  and  social  activities 

B.  Works  over  holidays,  at  nights,  and  on  weekends 

Provides  own  transportation  to  work 

D.    AccEpts  starting  wages  that  may  not  bn  as  high  as  storting  salaries  in  other 
fields 
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E.  Budgets  his/her  time  in  order  to  have  time  to  study  other  subjects 

F.  Adjusts  class  schedule 

G.  May  sometimes  have  to  begin  training  in  an  indirectly  related  job  because 
of  limitations  due  to  licensing,  age,  training,  and  time 

Example:  A  student  whose  occupational  objective  is  to  be  an  insurance 
salesman  may  receive  sales  training  In  a  department  store, 
or  a  student  with  the  occupational  objective  of  an  airline 
stewardess  may  begin  training  as  a  waitress 

IV.  First  week  on  the  job 

A.  Refer  to  supervisors  and  older  co-workers  as  Mr.,  Mrs,,  Miss,  or  Ms.  until 
instructed  differently 

(NOTE:  When  uncertain  about  how  friendly  you  should  be  at  first,  a  good 
rule  of  thumb  is  to  be  slightly  more  formal  than  overly  friendly.) 

B.  Ask  the  supervisor  about  lunch  and/ur  dinner  breaks  if  they  are  due 

C.  Do  not  ask  about  coffee  break  times  as  the  supervisor  might  think  the 
new  employee  is  more  interested  in  time  off  than  in  working 

D.  Ask  questions  if  instructions,  store  policies,  and  salary  information  are  not 
clear 

E.  Repeat  instructions  to  the  person  relaying  information  to  make  sure  the 
information  was  understood  correctly 

F.  Write  down  information  that  is  hard  to  remember 

G.  Ask  "Did  I  answer  your  questions?"  when  giving  information  to  other 
people 

V.  Ways  a  student  can  get  along  with  the  supervisor 

(NOTE:  A  good  supervisor  corrects  and  makes  suggestions  when  a  student  trainee 
does  something  wrong  or  in  a  way  that  is  not  best  for  business.) 

A.    Accept  the  authority  of  the  supervisor  to  have  things  done  his/her  way 

Do  things  to  show  the  supervisor  that  a  DE  student/trainee  is  dependable 

EKamples:  Keep  oil  promises  and  complete  all  duties  on  time 

^  C.     Immediately  ask  the  supervisor  for  more  responsibilities  when  all  assigned 
duties  are  completed 

(NOTE:  A  recent  survey  shows  that  55  percent  of  students  in  cooperative 
traininy  progriims  need  to  improve  in  this  aroa,) 
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D.  Do  not  appear  to  flirt  with  anyone  while  on  the  job 

E.  Handle  merchandise  and  supplies  respectfully 

(NOTE:  These  represent  an  investment  in  the  business.  Soiled  merchandise 
and  wrinkled  plastic  bags  cause  products  to  be  marked  down.) 

F.  Do  not  pretend  to  know  all  about  the  business 

(NOTE:  Young,  new  employees  who  appear  to  think  they  know  all  there 
is  to  know  are  considered  smart^alecky  and  may  not  last  long  on  a  jobj 

G.  Learn  from  all  supervisors,  both  the  good  ones  and  those  less  skilled 
Ways  a  student  can  get  along  with  co-workers 

A.  Know  all  co-workers  by  name 

B.  Introduce  yourself  to  the  other  employees  if  the  supervisor  or  another 
employee  does  not  do  so 

C.  Greet  by  name  or  at  least  smile  at  the  other  employees  upon  arriving  for 
work 

D.  Say  good-bye,  nod  your  head,  or  wave  to  co  workers  when  leaving  work  for 
the  day 

E.  Listen,  ask  questions,  and  thank  the  other  employees  who  try  to  help  a 
new  employee 

F.  Realize  that  new,  young  employees  may  not  be  able  to  get  by  with  as 
much  as  older,  trusted  employees 

Ways  a  student  can  get  along  with  customers 

A.  Overcome  shyness 

B.  Smile  anil  ciroet  oach  customer  witli  whom"  you  come  in  contact ^ 

C.  Try  to  rernember  customers'  names,  likes,  and  dislikes 

D.  Af.jpronch  customers  confidently  and  sincorely 

E.  Treat  «ac:h  cusinmer  as  a  c]ijosr;  the  customer  is  your  reason  for  being  in 
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F.  Help  each  customer  with  his/her  individual  buying  prnlilem 

G.  Stay  busy  within  viewing<iistance  to  the  "iust-looking"  customer  so  tfie 
employee  may  be  of  service  if  the  customer  sees  something  interesting 
without  otherwise  appearing  to  be  pushy 

H.  Realize  that  there  will  be  some  difficult  customers 

L      Always  be  polite,  tactful,  and  honest  with  customers 

J,     Never  argue  with  a  customer 

(NOTE:  You  can  never  win  an  argument  with  a  customer;  you  mdy  make 
your  point  but  lose  the  customer  permanently.) 

VII L    Characteristics  of  a  good  employee 

(NOTE:  The  employer  pays  the  salary  and  has  a  right  to  expect  certain  qualities 
in  an  employee.) 

A/  Cooperation-Helping  other  employees  if  permissible  when  your  duties  are 
completed 

B.  lnitiative--lVloving  to  additional  duties  which  require  more  responsibility  and 
more  difficuit  skills 


Honesty 

T 

Starting  work  on  time 

2. 

Returning  from  breaks  and  lunch  on  time 

3. 

Being  productive  while  at  work 

4. 

Not  leaving  work  a  few  minutes  early 

5. 

Not  taking  stamns,  pens,  paper,  and  tools  for  personal  use 

6. 

Not  stealing  money  and/or  merchandise 

7. 

Not  giving  special  favors  and  discounts  to  friends  and  relatives 

without  the  supervisor's  approval 

8. 

Preventing  friends  from  shoplifting  from  the  business 

D.    Willingness  to  learn-Approaching  a  class  and  joo  with  an  open  mind  will 
make  the  tasks  more  interesting 

Following  directions^-Listening  and  reading  instructions  will  save  time  and 
effort 
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Dependability^'Completing  a  task  on  schedule  is  a  sign  of  maturity  and 
responsibility 

Enthusiasm-Acting  excited  and  eager  about  your  job  will  often  cause 
everyone  to  get  more  work  done  quickly  and  easily 

Accepting  criticism 

1.  It  is  impossible  to  do  everything  correctly  atl  the  time 

2.  Occasionally  everyone  must  accept  criticism 

3.  Do  not  make  eKcuses 

4.  Look  the  supervisor  in  the  face  and  try  not  to  look  hurt,  sulky, 
or  mad 

Loyalty 

1.  Keep  confidential  matters  such  as  price  margins  and  cost  codes 
to  yourself 

2.  Do  not  participate  in  gossip  and  disputes 

3.  Do  not  criticize  the  business  to  outsiders 

4.  Buy  merchandise  from  your  place  of  business  when  needed 

(NOTE:  Discounts  are  sometimes  available  for  employees.  Your 
use  and  recommendation  of  the  store's  products  and  services  is 
excellent  promotion,) 

Sense  of  humor  -Person  who  can  laugh  when  the  joke  is  on  himself/herself 
will  gain  the  acceptance  of  co-workers 

Positive  attitude-Looking  for  what  is  good  and  right  about  something  or 
someone  and  not  always  complaining  or  focusing  on  what  is  unpleasant 

1,  Create  and  keep  positive  attitude 

2,  Keep  comments  positive-Avoid  complaining  and  using  words  such 
as    cant/     wont,    and    don  t 

3,  Look   for  good  things  In   people,  your  department,  and/or 
comfDany 

4,  Show  that  you  care  about  your  job  and  future  career 

5,  Act  happy  and  enthusiastic  and  you  will  be  happy  and  enthusiastic 
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6.        Do  not  permit  co=workers  or  supervisors  who  have  negative 
attitudes  to  trap  you  into  their  way  of  thinking 

7*       Do  not  let  home  problems  and  romance  problems  influence  your 
work 

IX,    Work  rules  (Assignment  Sheet  #1) 

(NOTE:  Work  rules  are  usually  stricter  than  those  in  school  because  a  business 
is  primarily  involved  in  making  money.  Larger  companies  generally  have  more 
rules  and  stricter  rules  than  smaller  companiesj 

A.  Punctuality 

(NOTE:  This  is  the  most  important  rule  according  to  a  recent  survey  of 
business  people.) 

1.  Arrive  five  minutes  early 

(NOTE:  Some  companies  using  a  time  clock  do  not  allow  an 
employee  to  punch  in  early,  but  a  good  employee  should  arrive 
early  even  if  he/she  is  not  permitted  to  punch  in.) 

2.  Dress,  gather  tools,  pencils,  and  salesbooks  on  your  own  time 

3.  Return  from  breaks  on  time 

(NOTE:  Other  people  may  be  waiting  for  you  to  return  or  to 
complete  a  task  so  they  may  go  on  break,) 

4.  Run  personal  errands  on  own  time 

5.  Do  not  be  a  clock  watcher 

6.  Be  willing  to  work  a  few  minutes  overtime  without  pay  unless 
company  policy  or  the  use  of  a  time  clock  prohibits  such  action 

7.  Never  rush  or  walk  away  from  a  customer  because  of  break  or 
dismissai  time 

B.  Neat  appearance  and  appropriate  clothes  for  the  job 

■  (NOTE:  This  is  the  bcuund  most  important  rule  according  to  a  recent  survey 
of  business  people,) 

1.  Clean  hancis  and  nails  are  important 

2.  Dangling  jewelry  may  be  distracting  and  bothersome 
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3.  Clothing  Fads,  jeans,  and  t=shirts  may  not  be  appropriate  dress 
in  all  cases 

(NOTE:  It  may  be  nacessary  to  purchase  special  uniforms.) 

4.  Precaution  sliould  be  taken  against  body  and  breath  odor 

5.  Clean  and  styled  hair  is  helpful  in  getting  and  keeping  most  good 
jobs 

(NOTE:  The  use  of  nets,  caps,  wigs,  or  hair  spray  may  be  required 
for  some  jobs,) 

6.  As  little  make^up  as  possible  is  more  appropriate  for  work 

a.  Naturnl  shades  are  better  for  work 

b.  Heavy  eye  makeaip  is  seldom  appropriate  for  work 

c.  Clear  complexion  is  desirable 

7.  You  are  never  completely  dressed  until  you  put  on  a  smile 
Visiting  on  the  job 

1.  Personal  telephone  calls  should  be  kept  at  a  minimum 

2.  Friends  and  relatives  must  understand  that  they  should  not  call 
or  have  lengthy  personal  visits  during  working  hours 

Missing  work 

1.  Have  good   attendance  at   both  school  and  work  for  good 
references 

(NOTE:  Some  employment  agencies  report  that  many  companies 
will  not  hire  anyone  who  is  absent  as  much  a$  once  a  month 
regardless  of  the  reason,) 

2.  Tell  the  teacher^coordinator  if  you  are  present  at  work  or  school 
but  not  both 

3.  Try  not  to  miss  work  when  you  know  there  are  a  lot  of  tasks 
to  be  com[)leted 

4.  Call  the  eniployur  as  tuirly  as  possible  when  you  nuiHt  mis^  work 
due  to  jllfioss 

5.  Do  fv  t  miss  work  fur  sciiool  activities  more  than  is  absolutoly 
necessary 
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6.  Always  ask,  not  tell,  the  supervisor  when  you  need  time  off  frDm 
work 

7.  Ask  off  work  as  early  as  possible  and  then  remind  tlie  sunervisor 
again  several  days  before  taking  the  tinne  off 

8.  Thank  the  supervisor  for  letting  you  take  time  off  from  work 

9.  Be  willing  to  trade  hours  with  co-workers  who  may  want  to  be 
off  at  certain  times 

10.       Be  willing  to  come  to  work  on  short  notice 

Keeping  busy 

1.  Never  Just  stand  around 

a.  There  are  always  things  to  be  cleaned,  straightened,  stacked, 
marked,  or  displayed 

b.  Every  Job,   regardless   of  how  dirty  or  unattractive,  is 
important 

c.  Use  slack  periods  to  memorize  prices  and  stock  locations 

2.  Never  sit  down  on  a  Job  that  can  be  done  better  standing  up 

3.  Do  not  have  to  be  told  to  do  things 

4.  Work  even  when  the  supervisor  is  not  around 

(NOTE:  A  recent  survey  shows  that  66  percent  of  the  students 
in  cooperative  training  programs  need  improvement  in  this  area.) 

5.  Stay  with  a  task  until  it  is  finished 

(NOTE:  Do  not  give  up  when  it  becomes  difficult.) 

6.  Do  not  become  upset  if  you  must  do  a  job  over 


F,  Poise 


1.  Stay  calm;  work  quickly  and  steadily  without  getting  flustered 
when  things  go  wrong  or  work  piles  up 

2.  Speak  in  a  clear,  distinct,  refined  voice;  avoid  slang,  cursing,  and 
improper  English 
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3.  Avoid  giggling,  a  loud  voice,  or  distracting  nervous  gestures  or 
habits 

4,  Do  not  talk  about  personal  problems  or  complain  about  being 
tired  or  not  feeling  well 

G.    Personal  management 

1.  Never  ask  for  advance  pay 

2.  Budget  your  money 

3.  Pay  bills  promptly 
Quitting  a  job 

A.  Always  give  as  much  notice  as  possible 

1,  Both  new  and  old  employers  will  respect  the  emioyee  who  will 
give  adequate  notice  before  leaving 

2,  -   Two  weeks  notice  or  the  length  of  one  pay  period  is  the 

customary  courtesy 

B.  Get  the  teacher-coordinator's  approval  before  quitting  or  changing  jobs 

(NOTE:  Talking  to  the  teacher-coordinator  early  may  save  a  job  or  bring 
about  needed  changes  on  a  jobj 

C.  Never  walk  off  a  job  no  matter  how  mad  vou  get 

D.  Leave  respectably  in  order  to  have  good  recon  riendations  when  applying 
for  future  jobs 

E.  Realize  that  everything  will  not  be  perfect  on  any  job 

F.  Wait  at  least  a  month  before  becoming  so  dissatisfied  with  a  job  that  you 
start  thinking  about  or  looking  for  another  job 

G.  Realize  that  there  is  always  some  kind  of  experience,  such  as  a  new  skill 
or  something  about  human  nature,  that  can  be  learned  from  every  job 

H.  Plan  on  working  over  school  breaks  and  at  least  until  the  end  of  the  school 
year  when  a  new  DE  student  may  take  your  place 

I.  Remember  that  it  is  easier  to  get  a  job  when  a  person  already  has  one 

1.  Do  not  leave  one  job  until  you  have  another 

2.  Employers   will    more   likely   feel    a   person   is   looking  for 
opportunity  rather  than  just  a  paycheck 

3.  Applicant  will  have  an  immediate  reference  to  his/her  ability  to 
do  well  on  a  job 
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XL    Study  habits 

A.  Set  aside  a  time  to  study  when  you  are  not  tired 

B.  Have  good  nonglaring  light 

C.  Have  a  relatively  quiet  atmosphere 

D.  Realize  that  thirty  minutes  of  concentrated  study  is  more  valuable  than 
a  longer  time  with  several  interruptions 

E.  Outline  and  underline  important  points 

F.  Notice  headings  of  topics,  units,  sections,  and  paragraphs  to  help  you 
organize  and  group  your  thoughts 

G.  Realize  that  a  review  of  what  was  studied  well  beforehand  is  usually  all 
that  is  needed  to  pass  a  test 

(NOTE^\M«^t  forgetting  takes  place  within  the  first  30  minutes  after 
studying.) 
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INTRODUCTION  TO  DISTRIBUTIVE  OCCUPATIONS 

UNIT  I 


ASSIGNMENT  SHEET  #1--DISCUSS  WORK  RULES 


-Read-each  of  the  following  case  study  problems  and  decide  which  work  rules  have  been 
violated,  which  rules  have  been  kept,  and  how  the  problems  could  have  been  solved  or 
avoided. 


This  assignment  may  be  done  by  an  individual  or  by  small  groups.  The  individual  or  a 
group  leader  should  lead  the  class  discussion  on  possible  solutions.  Share  with  the  class 
any  personal  experiences  or  observations  of  broken  work  rules  that  have  caused  problems 
on  a  job* 

:(NOTE:  The  case  studies  can  also  be  used  for  roN  playing  a  discussion  between  a  supervisor 
and  student-trainee. ) 


1.  Roger  Fads  works  at  a  lumber  yard  where  he  sells  and  does  the  stock  work 
for  building  and  home  improvement  supplies.  Because  he  often  must  do  heavy, 
dirty  work  it  is  not  necessary  for  him  to  wear  dress  clothes.  Therefore,  he  usually 
wears  his  old  Jeans  with  the  knees  worn  out  and  one  of  his  t-shirts  with  the 
picture  of  a  marijuana  leaf  or  a  wine  bottle.  What  work  rules  apply  in  this 

\  situation? 

2.  Bertha  Breaks  works  in  a  small  Jewelry  store  with  only  one  other  employee. 
As  soon  as  Bertha  arrives  at  work  the  other  employee  can  go  on  a  break  and 
then  do  some  bookkeeping  duties  which  cannot  be  done  until  someone  comes 
to  help  the  customers. 

However,  because  Bertha  has  such  little  time  between  school  and  work  she  asked 
if  she  could  also  have  a  break.  Also,  Bertha's  mother  now  calls  frequently  to 
give  her  a  short  shopping  list  to  fill  during  her  break,  and  Bertha  sometimes 
calls  her  mother  to  ask  about  borrowing  the  family  car  after  work.  What  work 
rules  are  involved  in  this  situation? 


lit 


3*  Lawanda  Late  works  at  a  flower  and  gift  shop.  She  is  an  excellent  emnloyee 
except  for  one  problem.  Lawanda  has  difficulty  getting  to  work  on  time  on 
Saturday  mornings  after  a  late  date  on  Friday  nights.  She  Just  didn't  hear  her 
alarm  go  off  several  times  and  she  has  also  left  work  early  several  afternoons. 
After  her  DE  teacher-coordinator  talked  to  her  training  station  sponsor,  what 
work  rules  do  you  suppose  the  DE  teacher-coordinator  discussed  with  Lawanda? 

,4r  Susan  Shy  is  a  timid  girl  who  works  in  the  ladies  ready-to-wear  department 
of  a  welUknown  chain  of  department  stores.  She  Is  very  good  about  assuming 
new  responsibilities.  For  example,  after  she  quickly  finished  marking  a  shipment 
of  blouses  she  asked  the  department  head  to  show  her  how  to  operate  the  ticket 
printing  machine  and  how  to  figure  the  cost  code.  However,  when  it  became 
time  to  display  the  blouses  several  of  the  plastic  bags  protecting  the  blouses 
wore  so  badly  wrinkled  that'they  looked  like  old  merchandise.  Consequently, 
several  of  these  blouses  had  to  later  be  marked  down  in  order  to  sdIL  What 
work  ruins  are  involved  in  this  situation? 
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Martha  Messy  works  in  an  exclusive  women's  boutique.  The  owner  of  the  shop 
became  outraged  when  Martha  carelessly  mixed  shoe  sizes  when  placing  the  shoes 
back  in  their  boxes,  Martha  also  returned  a  box  of  scarves  to  the  wrong  shelf 
and  left  a  box  of  pantyhose  laying  on  the  counter.  "I  told  you  several  times 
to  handle  the  merchandise  more  carefully,"  the  owner  said  sharply.  Martha  didn't 
know  how  to  react.  What  work  rules  are  involved  In  this  situation? 

Stanley  Stand  just  got  firod.  His  explanation  is  the  following:  "The  boss  seemed 
to  have  a  good  reason  for  cutting  back  on  the  number  of  employees  at  this 
time/  but  r  think  he  really  just  doesn't  like  me.  The  boss  mentioned  once  that 
I  didn't.seem  interested  in  the  job/Heck,  I'm  going  to  be  a  lawyer.  I  just  want 
to  work  In  a  men's  clothing  store  to  get  through  eight  years  of  collegeV  I  don't 
need  to  know  how  to  do  all  that  stuff  In  the  store.  Besides,  the  boss  always 
got  mad  if  i  just  stood  around  a  minute.  He  and  the  older  employees  are  always 
standing  around  talking  to  each  other  when  there  are  not  customere  in  the  store. 
They  expected  me  to  do  my  work  and  their  work  too,  especially  if  it  was  dirty 
work."  Stanley  does  not  seem  to  be  aware  of  which  work  rules? 

Cynthia  Sit  is  a  waitress  at  Delicious  Steak  Place.  Toward  the  end  of  the  day 
Cynthia  is  very  tired,  so  she  sits  down  JO; the  booths  while  cleaning  off  the 
tables.  She  figures  that  she  desen/es  a  rest  considering  the  low  wages  she  is  paid. 
What  work  rules  are  Involved  In  this  situation? 

Peggy  Pretty  works  in  a  fabric  shop.  Her  employer  had  second  thoughts  about 
hiring  Peggy  because  Peggy  began  to  wear  a  lot  more  make-up.  She  also  began 
to  wear  short  dresses  or  low  cut  pants  which  were  not  practical  for  lifting  and 
stooping,  Peggy  sometimes  wore  jeans  to  school  but  changed  clothes  when  she 
got  to  work,  which  took  about  ten  minutes  of  her  work  time. 

Peggy  had  also  been  observed  using  the  store's  postage  stamps  for  personal  letters 
and  giving  discounts -to  her  friends.  The  employer  ended  up  firing  Peggy.  Was 
the  employer  justified  in  letting  Peggy  go?  Will  Peggy  fully  understand  why  she 
was  dismissed  without  an  understanding  of  all  the  work  rules? 
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ASSIGNMENT  SHEET  #2^^F0RMULATE  AN  OCCUPATIONAL  OBJECTIVE 


On  the  following  pagei  is  a  list  of  some  of  the  many  opportunities  in  the  fields  of  marketing 
and  distribution.  These  occupations  may  be  found  in  the  various  departments  of  large 
stores.  In  small  independent  businesses  and  boutiques,  and  in  chain  stores  and  franchises. 

1.  Select  three  occupations  you  are  interested  in  exploring.  You  may  select  all 
.  three  occupations  from  one  category  or  you  may  mix  your  choices  among  two 

or  three  categories. 

2.  Interview  at  least  two  people  from  each  of  the  occupations  selected. 

(NOTE:  Questions  for  resource  people  In  the  front  of  the  book  may  be  used 
as  a  guide.) 

3.  Repeat  this  selection  and  interview  process  until  you  are  able  to  narrow  your 
choice  of  an  occupational  objective  to  one  occupation.  Your  decisions  should 
be  based  upon  a  knowledge  and  understanding  of  several  career  areas. 

(NOTE:  It  may  be  necessary  to  repeat  this  assignment  throughout  the  year.) 

4.  Relate  the  classroom  topics,  individual  studies,  and  on-the-job  training  to  your 
occupational  objective. 

5.  Complete  the  questions  following  the  occupational  checklist.  These  should  help 
you  when  planning  your  individual  studies. 

Advertising  Services 

Sales  and/or  management  personnel  involved  in  planning,  developing,  placing,  and 

evaluating  tasks  for  creating  demand  and  promoting  sales.  These  sales  promotion 

activities  use  displays,  merchandising  aids,  and  mass  media.  Such  occupations  are  found  in  advertising 

agencies,  display  houses,  retail  and  wholesale  establishments,  and  production  industries, 

____     Direct  mall  specialist 


Raclio/television  time  saleperson 
Commercial  announcement  writer 


Newsf3Hper/maga/|ne  layout  artist 
Newspaper/magazine  copy  writer 
NewspiipQr  H(KK:t3  Stiluspyrson 
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___     Public  relations  person 
■       -  •  •  -  •     Advertising  department  head 
-  Marketing  research  director 
Positions  with: 
 ._     Advertising  agency 

  Sign  company  (inciuding  piastia  car  signs  and  neon  signs) 

  BiMboard  advertising  agency 

  Catalog  company 

Apparel  and  Accessories 

IVIanagement  and/or  sales  perionnel  at  all  levels  in  the  distribution  Ghannils,  including  wholesalers 
department  managers,  buyers,  and  store  owners/minagers.  Apparel  and  accessories  occupations  dea 
with  numerous  products  r  id  combinations  of  products, 

_         Women's  clothing 

_____     Children's  clothing 

____     Maternity  wear 

Shoes 
  Jewelry 

Formal  wear  rental 

Uniforms  {sales  and  rental) 

Optical  products 
____     Bridnl  fashions 
^  Orthopedic  shoes 

Furs  (sales  and  storage) 


Fashion  niodol 
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Automotive 

Management  and/or  sales  personnel  in  retail,  wholesale,  and  service  establishments  Involved  with 
the  selling,  renting,  storing,  or  caring  of  cars  and  trucks  and  in  selling  automotive  parts,  accessories, 
and  equipment. 

-."-^  Car  wash  owner/manager 
  Mob'iie  home  salesperson 

Camper  salesperson 

Car  rental  manager 
  New  car  dealer 

Used  car  lot  salesperson/owner^manager 

Auto  parts  and  accessories  salesperson,  department  manager,  store  owner-manager,  or 
wholesaler 

Finance  and  Credit 

Occupations  found  in  banks,  savingi  and  loan  associations,  loan  companies,  credit  departments, 
finance  departments,  credit  unions,  stock  brokerages. 

.  Securities  traders 

Reserve  officer 

New  accounts  teller 

Bank  cashier 

Credit  union  supervisor 

Investment  and  tax  counseling  service 

Grain  broker 

Floristry 

Sales  and  Hales'SUpportincj  tasks  performed  by  emfjloyees  and  management  personnel  in  retail  and 
wholesale  establishments  engacjed  In  selling  cut  flowers,  growing  plants,  artificial  pUmts»  and  related 
items  for  ornamental  use. 

Floral  designer 

Florist  supplies  salesperson 
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Flower  shipping  clerk 
Flower  shop  owner/manager 
Food .  Distribution 

Saiis  and  laleS'Supporting  tasks  performed  by  amployees  and  management  in  istablishments  primarily 
ingaged  in  selling  food  for  home  preparation  or  selling  agrlauitural  and  livestock  products  at  wholeiale. 

_       Livestodk  commission  person 

■  -  •  __     Agricultural  products  commission  person 

■         ■  -- "  "  ■    Bakery  products  salesperson 

" .       Routa  supervisor 

  Supermarket  managers 

Supermarket  department  head  (produce  and  meats) 

_^  ^  Bagger 

Fruit  stand  operator 

^   Candy  shop  manager 

Health  foods  store  owner/manager 

Vending  machine  route  operator 

Feed  store  manager 

Feed  milt  manager 

Food  broker 

Soft  drink  route  salesperson 

  Cashier 

Food  Service 

Sales  and  sales  supporting  tasks  performid  by  employees  and  management  personnerin  establishments 
serving  prepared  food  and  drinks  which  are  usually  consumed  on  the  buiiness  premises,  Establishments 
may  be  privately  owned  or  franchised. 


Doughnut  shop  manager 
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Persons  involved  in  management  and  service  in: 

  Restaurant 

■ :    •.  .       -  Cafeteria 
_    ■  -     Driven  n 

.  Fast  food  establishment 

Club 

General  Merchandise 

Sales  and  ^laS'Supporting  tasks  performed  by  employees  and  management  personnel  engaged 
primarily,  in  selling  various  types  of  merchandise  at  all  levels  in  the  distribution  channel.  Retail 
outlets  include  department  stores,  variety  stores,  discount  stores,  and  catalog  houses. 

Department  store  clerk 

Department  store  salesperson 

Department  head 

Department  store  manager 

Department  store  buyer 

Drug  store  manager  • 

  Greeting  card/gift  shop  owner/manager 

Cosmetics  salesperson  (door-to-door  and  ^osmetic  department) 
Auctioneer 

Pet  store  owner/manager 

Fabrics  department  head/store  owner 

Household  goods  salesperson 

Hardware,  BLiildlng  Materiols,  Farm  and  Garden  Supplies  and  Equipment 

Sales  and  sales  supporting  tasks  performed  tay  employees  and  management  personnel  In  establishments 
engaged  primarily  in  selling  one  or  more  of  the  following  product  lines  at  retail,  at  wholesale,  or 
to  contractors:  Aurdware,  paint,  wallpaper,  lumber,  building  materials,  supplies  and  equipment  for 
home  construction,  or  farm  and  garden  supplies  and  eciuipment. 

Tractor  and  implement  salesperson 

Cattle  and  poultry  food  Ruppfement  salesperson 
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Lawn  and  garden  supply  store  owner/manager 
Lawn  supplies  department  head 


^^feligl>v"^^!fe^^>.^:  ^i^';..-.-:.. '  ^  Construction  equipment  and  suppMes  salesperson 

^^Pl^^!igKfSales  and  sales  supporting  tasks  performed  by  employees  and  management  personnel  in  retajl  and 
^^jBS^ftflfev^  primarily  in  selling  home  furnishings  such  as  furniture,  household 

l^i^fSMr^v^^S'^ppliances/  fl^^  draperies,  and  specialised  lines  of  home  Items. 


few-  " 
Mi. 

^:  . 
Mil 


Second-hand  furniture  dealer 
Custom  drapery  salesperson 
Music  store  owner/manager 
Appliance  dealer 
Furniture  store  owner/manager 
Antique  dealer 

Sewing  machine  department  head/store  manager 
Carpet  store  owner/manager 


Hotel  and  Lodging 

Tasks  performed  by  employees  and  management  personnel  in  establishments  providing  lodging,  meals, 
and  convention  facllttiis  and  services  on  a  year-round  or  seasonal  basis  to  the  general  public  or 
;  to  an  organisation's  membership. 


Convention  manager 
Desk  clerk 

Hotel/motel  manager 
Resort/lodge  manager 


Industrial  Markeiing 

Tasks  performed  by  sales  and  management  personnel  in  establishing  market  potentials  and  selling 
goods  and  services  to  biisiness  and  institutional  buyers  for  use  in  their  operations. 

Church  furniture  and  equipment  sales  representative 

____     School  equipment  anti  supplios  salespeiBon 


EKLC 
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Office  machines  salesparson. 
.       ■  -     Engineering  supplies  reprisentative 
^ .  ■  ■- Veterinarian  iupplies  salesperson 

Paper  products  salesperson 

Plastics  salesperson 

Dental  and  medical  supplies  salesperson 
Barber  and  beauty  shop  supplies  salesperson 

 Plumbing  supplies  store  owner/manager. 

Insurance 

Sales  and  management  personnel  involved  in  the  insurance  industry. 
Insurance  exarniner 

  Estate  planner 

Underwriter 

Hospital-insurance  representative 

  Claims  adjuster 

Insurance  salesperson 
Insurance  office  manager 
Personal  Services 

Sales  and  management  personnel  for  establishments  providing  services 
Delivery  service 
Funeral  director 
photograph  studio  manager 
Dry  cleaners  manager 
Shoe  repair  shop  manager 
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Petrotium 


Sales  and  salei-supporting  tasks  performed  by  employees  arid  management  personnel  in  retail  and 
wholesale  establishments  engaged  in  the  distribution  of  petroleum  products. 

____     Propane  dealer 

■•  •  Service  station  attendant 

____     Service  station  manager  : 


Real  Estate, 


Tasks  performed  by  parsons  who  act  for  themselves  or  as  agents  for  firms  engaged  in  buying,  selling* 
appraising,  renting,  managing,  and  leasing  of  real  property. 

'    '         Apartment  manager 

-    ■■  Real  estate  salesperson 


Recreation  and  Tourism 

Sales,  counseling,  and  sales-supporting  tasks  performed  by  employees  and  management  personnel 
*  in  establishments  primarily  engaged  in  amusement,  recreation*  entertainment,  recreational  supplies 
and  eQuipment.  travel  services,  and  businesses  which  stimulate  the  local  economy  through  tourism. 

Booking  agent 

Country  club  manager 

  Pro-shop  manager 

  Boat  shop  manager 

_         Cycle  shop  manager 

  Snowmobile  salesperson 

Theatre  manager 

 Camera  store  manager 

  Sporting  goods  salesperson 

■  Bowling  lane  counterperson 

_     Bookstore  manager 

Hobiiy  shop  manager 

  Skating  rink  meinager 

 Swimming  pool  snlesperson  4  9 
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transportation 

.;.     Salesi- storiMCj,  and  sales^supporting  tasks  performed  by  employees  and  management  personnel  in 
enterprises  engiiged  in  pass&nger  nu6  freight  transportation,  public  warehousing*  and  services  inci'dental 
'       to  the  transportaflon  of  peopis,  personal  effects,  and  products. 


Toll  collector 

Aircraft  salesperson 

Bus  hostess 

Airline  stewpfH 

Bus/cab  company  *  iBnager 

Travel  agent 

Car  rental  agent 


Other  Retail,  Wholesale,  Distr'i  "ifa.  or  Ir'ternatignal  Trades 

;    ____  Importer 

DE  teaaher-eoordinatoi^ 

Pest  Control  service  sales  personnel 
_ — —  f 

Public  utilities  sales  personnel  (heat,  power,  lights,  telephone,  telegraph) 
Chamber  of  Commerce  manager  ' 
_  " Display  manager 
____     Store  location  specialist 
Market  research  analyst 
'  VVater  softener  sales  personnel 
Warehouse  manager 
^^^^     Organization  fund^raiser  (Colleges,  hospitals,  DECA,  heart  fund) 


Complete  the  foMovving  questions: 

1.       My  occupational  objective(s)  Is  (are) 


2.  List  the  companies  related  to  your  occupational  objective  to  which  you 
can  write  for  information  about  their  products,  industry,  and  career 
opportunities. 
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Lilt  the  textbooks,  magazlnis,  trade  journals,  and  individual  study  materials 
rilated  to  your  occupational  objective. 

\NhBt  businessis  can  you  viiit  individually  or  on  a  class  field  trip  to  learn 
mora  about  your  choice  of  an  occupation? 

What  other  people  could  you  talk  to  or  invite  to  speak  to  the  class  or 
a  DECA  chapter  meeting  about  your  occupatlona!  objective? 

List  some  goals  which  you  plan  to  accomplish  on  the  Job  during  this  grading 
period.  Discuss  the  goals  with  your  DE  teacher-coordinator  and  training 
station  sponsor.  At  the  end  of  each  grading  period  make  any  necessary 
adjustments  and  set  your  learning  goals  for  the  next  grading  period. 
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ANSWERS  TO  ASSIGNMENT  SHEET  #1 

1*  Although  it  is  not  necessary  to  always  wear  a  uniform  or  dress  clothes,  it  is 
important  to  look  as  neat  as  possible  and  to  avoid  fads  or  controversial  appareL 

2.  A  new  employee  may  give  the  wrong  impression  if  he/she  asks  for  a  break  during 
the  first  few  weeks  of  employment.  If  a  break  is  required  or  offered  by  the 
company,  then  It  would  be  fine  to  go  and  return  from  break  on  time,  Personal 
errands  that  would  cause  a  person  to  not  return  from  his/her  break  on  time 
should  be  done  on  the  employee's  own  time.  Personal  telephone  calls  should 
also  be  avoided. 

3.  Getting  to  the  job  on  time  and  putting  in  a  full  day's  work  are  very  important. 
A  few  minutes  taken  off  the  beginning  and/or  end  of  each  work  day  may  not 
seem  like  much,  but  they  soon  add  up  to  several  hours  of  pay  without  working. 
A  student  should  also  have  good  health  and  rest  rules  so  he/she  may  feel  and 
look  alert  on  the  Job, 

4.  it  is  very  good  to  stay  busy  on  the  job  and  to  ask  the  supervisor  for  new  and 
more  difficult  reiponsibilities  when  assigned  duties  are  completed.  However,  all 
jobs  are  important  and  should  be  done  well.  Merchandise  and  supplies  are  an 
investment  in  the  business  and  should  be  handled  carefully.  No  one  likes  to 
purchase  soiled,  wrinkled,  or  damaged  merchandise  at  the  regular  price. 

5.  All  jobs,  no  matter  how  small  or  dirty,  are  important  to  a  business  that  is 
efficiently  run.  An  employee  should  not  have  to  be  constantly  reminded  that 
there  are  jobs  to  be  done. 

When  facing  criticism,  it  is  best  for  a  person  to  look  at  the  supervisor  without 
getting  angry,  making  excuses,  looking  hurt,  crying,  pouting,  or  sulking. 

6.  New  or  young  employees  may  not  always  have  the  same  rights  or  privileges 
as  older,  trusted  employees  with  seniority.  Sometimes  new  employees  cannot 
fully  understand  the  importance  of  discussions  and  activities  which  on  the  surface 
do  not  seem  important.  It  is  also  true  that  part^ime  employees  are  often  hired 
so  they  can  handle  routine  duties  and  thus  relieve  fulhtime  employees  to  do 
other  tasks. 

It  is  important  to  show  inturest  in  a  job,  Many  part^time  jobs  open  up  new 
areas  of  interest  and  opportunity,  become  valuable  for  future,  references,  or 
develop  into  profitable  sideline  activities. 


A  student  that  loses  his/fier  job  should  not  look  for  excuses  or  shift  tlie  blame 
without  just  cause.  However,  a  student  should  learn  and  im[)rovo  from  every 
experience, 


It  is  not  propur  to  sit  down  on  (i  job.  Few  jobs  can  be  tionB  m  m^W  wliile 
sitting  down,  and  it  does  not  look  good  to  customers  who  enr^r  llic  business 
to  find  employees  sitting  down  on  tlie  job, 

Stiirtincj  wages  may  not  be  high  in  sonie  fields,  l)ut  a  young  employee  musi 
look  ahead  to  future  opportunities,  A  person  who  sells  on  a  commission  or 
who  receives  tips  or  bonuses  is  able  to  start  at  or  abovo  the  average  starting 
salaries. 

Heavy  make-up  tends  to  make  a  young  lady  look  immature,  cheap,  or  fake. 
Light,  natural  make-uf)  and  a  clear,  clean  com[)lexion  are  preferable,  Fiishionabln 
consurvative  clothes  are  more  practicai  and  less  distracting  for  most  types  of 
jobs. 

Preparation  for  work  should  be  done  on  the  studc3nt= trainee's  own  time. 

It  is  dishonest  to  use  business  supplies  for  fLiersonal  use  or  to  give  special  discounts 
and  favors  to  friends  and  relatives  without  the  supervisor's  approvaL 

Being  attentive  to  the  customers'  needs  builds  sales  and  good  will.  It  also  [Prevents 
shoplifting  which  cuts  into  store  profits. 
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TEST 


1,       Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  appropri 
numbers  in  the  blanks  provided. 

a.  Coursei  which  specifically  help  a  person        i^  Distributive 
prepare  for  a  career  education 

 b,  All   the  activities  involved  in  getting 

goods  and  services  from  the  producers        2*  Vocational 
to  the  consumers  education 

 _c.  Channels   through   which   goods   and        3,  Marketing 

lervlces  get  from  the  producers  to  the 

consumers  4^  Distribution 

d.  Vocational   course   in  marketing  and  system 
distribution    consisting   of  on-the-job 

training,    classroom    instruction,    and  6.  Occupational 
DECA  activities  objective 

e.  Goal  for  a  possible  future  career  g  Consumer 

f.  Form  used  in  DE  to  keep  a  record  of  p  . 
hours  worked,  wages  received,  and  duties        ^"  Looperative 
performed  on  the  job  vocational 

education 

g>  Person  who  finally  uses  a  product  or  program 
service;  often  the  same  person  as  the 

customer  or  the  one  who  makes  the  g  Group  instruction 
purchases 

h.  Business   which   cooperates  with  the  record 
]      "     school  to  provide  training  and  learning  sheet 

experiences   for   students  enrolled  in 

cooperative      vocational      education  10.  Individual 

programs             ■  instruction 

i.  Instructional   program  where  students  Traininq 

receive   school   credit   for   on^he-job         '  * 

" "  "  *  §i3ilnn 

training  as  opposed  to  project  classes 

which  provide  training  mostly  through        _        _  ^  , 

clasiroom  projects  ^2.  Training 

station 

 j.    Employer  or  supervisor  responsible  for  sponsor 

training  and  evaluating  students  enrolled 
in  cooperative  vocational  education 
programs 

k.  General  classroom  instruction  needed  by 
everyone  in  marketing  and  distribution 

 J,    Instruction    directly    related    to  the 

~  students    occupational   objective  and 

on-the-job  training 
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List  five  advantages  of  DE  to  the  student. 

a. 

b. 

c, 

d. 

e. 

List  three  adjustments  which  a  student  must  make  upon  enroHing  in  the  DE 
program. 

a, 

b, 

c. 

Select  from  the  list  below  the  things  which  a  new  employee  should  do  the  first 
week  on  the  job.  Place  an  "X"  in  the  correct  blanks, 

 a.  Begin  on  a  first-name  basis 

b.  Ask  about  lunch  breaks 

 ^c.  Ask  about  coffee  breaks 

 d.  Ask  questions  if  instructions,  store  policies,  and  salary  information  are 

not  clear 

e.   Repeat  instructions  to  a  person  relaying  information  to  make  sure  the 
information  was  understood  correctly 

f_.   Ask  "Did  I  answer  your  questions?"  when  giving  information  to  other 
people 

_  g,  Write  down  information  that  is  hard  to  remember 

Select  from  the  list  below  ways  a  student  can  get  along  with  the  supervisor. 
Place  an  "X"  in  the  correct  blanks. 

 _a.  Do  things  to  show  the  supervisor  a  DE  student/trainee  is  dependable 

b.  Do  not  assume  new  or  more  difficult  responsibilities  when  your 
assigned  duties  are  completed 

 ^c.  Do  not  appear  to  flirt  with  anyone  while  on  the  job 

d.  Handle  merchandise  and  supplies  respectfully 
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e.  Show  the  supervisor  that  "there  is  nothing  to  it"  when  learning  about 
the  business 

_f.   Impress  the  supervisor  with  your  easier  and  better  way  of  doing  things 
g.  Learn  from  all  supervisors,  both  the  good  ones  and  those  less  skilled 

6.  Select  from  the  list  below  ways  a  student  can  get  along  with  co-workers.  Place 
an  "X"  in  the  correct  blanks, 

a.  Know  all  co-workers  by  name 

 _b.  Greet  by  name  or  at  least  smile  at  the  other  employees  upon  arriving 

to  work 

_c.  Wait  to  be  introduced  to  co-workers  by  the  supervisor  or  another 
employee 

.  d.  Listen,  ask  questions,  and  thank  the  other  employees  who  try  to  help 
a  new  employee 

7.  Select  from  the  list  below  ways  a  student  can  get  along  with  customers.  Place 
an  "X"  in  the  correct  blanks. 

 ^a=  Overcome  shyness 

b.  Smile  and  greet  each  customer  with  whom  you  come  in  contact 
 c.  Try  to  remember  customers*  names,  likes,  and  dislikes 

d.  Help  each  customer  with  his/her  individual  buying  problem 

e.  Remember  that  customers  are  just  an  interruption  of  your  work 

f.  Realize  that  there  will  be  some  difficult  customers 

g.  Ignore  customers  that  are  "just  looking" 

 ^h.  Argue  with  a  customer  to  convince  him/her  that  you  have  correct 

product  information 

8.  Discuss  the  characteristics  of  a  good  employee. 

a.  Cooperation 

b.  Initiative 
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c.  Honesty 


ERIC 


d.  Willingness  to  learn 

e.  Following  directions 

f.  Dependability 

g.  Enthusiaim 

h.  Accepting  criticism 


i.  Loyalty 


J.      Sense  of  humor 


k.     Positive  attitude 


9.       State  two  work  rules  under  each  of  the  following  categories, 
a.  Punctuality 

1) 

2)  57 
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b.  Neat  appearance  and  appropriate  clothes  for  the  job 

1) 
2) 

c.  Visiting  on  the  job 

1) 
2) 

d.  Missing  work 

1) 
2) 

e.  Keeping  busy 

1) 
2) 

f.  Poise 

1) 
2) 

g.  Personal  management 

1) 
2) 

10.       Select  from  the  list  below  those  conditions  which  a  student  should  meet  before 
quitting  a  job.  Place  an  "X"  in  the  correct  blanks. 

a.  Always  give  as  much  notice  as  possible 

 b.  Two  days  notice  is  customary 

c,  Tel!  the  teacher-coordinator  after  you  have  quit  or  changed  jobs 

d.  Never  walk  off  a  job  no  matter  how  mad  you  get 

e.  Tell  the  boss  off  whenever  you  feel  like  it  for  it  will  not  hurt 
"  recommendations  for  future  jobs 

f,  Make  a  decision  about  liking  or  not  liking  a  job  during  the  first  two 
weeks  of  employment 
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 ^g.   Realize  that  there  is  always  some  kind  of  experience,  such  as  a  new 

sl<ill  or  something  about  human  nature,  that  can  be  learned  from  every 
job 

h.  Take  off  over  school  breaks  and  quit  early  for  activities  at  the  end 
of  the  school  year 

i.  Remember  that  it  is  easier  to  get  a  job  when  a  person  already  has 
one 

11,       Select  good  study  habits  from  the  list  below  by  placing  an  "X"  in  the  correct 
blanks. 

a.  Study  just  before  going  to  bed 


b.  Have  good  nonglaring  light 


c.  Watch  TV  while  studying 


d.  Cram  before  a  test 


12,  Discuss  work  rules  related  to  various  situations. 

13.  Formulate  an  occupational  objttctive. 

(NOTE:  If  activities  12  and  13  have  not  been  accomplished  prior  to  the  test, 
ask  your  teacher-coordinator  when  they  should  be  completed.) 
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INTRODUCTION  TO  DISTRIBUTIVE  OCCUPATIONS 

UNIT  I 


ANSWERS  TO  TEST 

a.  2                   e.     5  i,  7 

b.  3                   f,     9  j,  12 

c.  4                 g,     6  k.  8 

d.  1                   h,     11  L  10 
Any  five  of  the  following: 

a.  Receives  one  to  three  hours  credit^^Credit  is  based  upon  classroom 
instruction,  on=the-job  training,  and  DECA  activities 

b.  Graduates  ready  to  enter  the  field  of  marketing  on  a  full-time  or  part-time 
basis  and/or  to  continue  his/her  business  education  in  college,  company 
training  programs,  or  specialized  school 

G,  Gains  good  references  for  future  jobs 

d.  Earns  money  while  learning 

e.  Receives  satisfaction  in  helping  other  people 

f.  Learns  to  accept  supervision  and  to  work  with  other  people 

g.  Advances  faster  on  a  job  than  workers  without  training 

h.  Finds  much  is  expected  of  him/her  from  teachers,  parents,  supervisors,  and 
co-workers  ' 

L      Develops  leadership  through  DECA  activities 

j.      Relates  classroom  instruction  and  experiences  on  the  job 

k.     Becomes  aware  of  the  exciting  opportunities  in  the  field  of  marketing 

I,      Learns  what  he/she  wants  and  does  not  want  in  selecting  a  career 

m.    Has  the  opportunity  to  experience  success 

n.     Shares  the  prestige  of  being  accepted  in  a  training  program  with  hi 
standards,  reputation,  and  support  from  major  companies 

o.     Often  receives  discounts  on  store  merchandise 
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p.     Can  apply  general  business  principles  to  several  areas  of  his/her  persona} 
life 

q.     Receives  guidance  on  problems  before  the  problems  become  major  areas 
of  concern 

Any  three  of  the  following: 

a.  Must  limit  participation  in  some  school  and  social  activities 

b.  Works  over  holidays,  at  nights,  and  on  weekends 

c.  Provides  own  transportation  to  work 

d.  Accepts  wages  that  may  not  be  as  high  as  starting  salaries  in  other  fields 

e.  Budgets  his/her  time  in  order  to  have  time  to  study  other  subjects 

f.  Adjusts  class  schedule 

g.  May  sometimes  have  to  begin  training  in  an  indirectly  related  job  because 
of  limitations  due  to  licensing,  age,  training,  and  time 

b,  d,  e,  f,  g 

a,  c,  d,  g 

a,  b,  d 

a,  b,  c,  d,  f 

Discussion  should  include: 

a.  Cooperation-Helping  other  employees  if  [Dermissible  when  your  duties  are 
completed 

b.  Initiative-Moving  to  additional  duties  which  require  more  responsibility  and 
more  difficult  skills 

c.  'Honesty 

1)  Starting  work  on  time 

2)  Returning  from  breaks  and  lunch  on  time 

3)  Being  product^       /hile  at  work 

4)  Not  lenying  work  n  fnw  niinuUis  early 

5)  Not  taking  stamps,  pens,  paper,  ^ncl  tonls  for  personal  use? 

6)  Not  steaiinf]  money  and  or  merchandise 
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7)  Not  giving  special  favors  and  discounts  to  friends  and  rolatives 
without  the  supervisor's  approval 

8)  Preventing  friends  from  shoplifting  from  tlie  business 

d.  Willincjness  to  learn-Approaching  a  class  and  job  with  an  open  mind  will 
make  the  tasks  more  interesting 

e.  Following  directions-Listening  and  reading  instructions  will  save  time  and 
effort 

f.  Dependability^^Completing  a  task  on  schedule  is  a  sign  of  maturity  and 
responsibility 

g.  Enthusiasm-Acting  excited  and  eager  about  your  job  will  often  cause 
everyone  to  get  more  work  done  quickly  and  easily 

h.  Accepting  criticism 

1)  It  is  irnpossible  to  do  everything  correctly  ail  the  time 

2)  Occasionally  everyone  mtist  accept  criticism 

3)  Do  not  make  excuses 

4)  Look  the  supervisor  in  the  face  and  try  not  to  look  hurt,  sulky, 
or  mad 

i.  Loyalty 

1)  Keep  confidential  matters  such  as  price  margins  and  cost  codes 
to  yourself 

2)  Do  not  participate  in  gossip  and  disputes 

3)  Do  not  criticize  the  business  to  outsiders 

4)  Buy  fnerchandise  from  your  place  of  business  when  needed 

j.      Sense  of  humor-Person  who  can  laugh  when  the  joke  is  on  himself/herself 
will  gain  the  acceptance  of  co-workers 

k.     Positive  attitude-^Looking  for  what  is  good  and  right  about  something  or 
someone  and  not  always  complaining  or  focusing  on  what  is  unpleasant 

1)  Create  and  keep  positive  attitude 

2)  Keep  comments  positive-Avoid  complaining  and  using  words  such 

ii  i      M      M  1      11  J     M    I      _  1  .  M 

as    can  t/     won  t,    and    don  t 

3)  Look    for  good   things   in   people,  your  department,  and/or 
company 
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4)  Show  that  you  care  about  your  job  and  futuro  caroer 

5)  Act  happy  and  enthusiastic  and  you  will  be  happy  and  enthusiastic 

6)  Do  not  permit  co-workers  or  supervisors  wlio  have  ncKjalivo 
attitudes  to  trap  you  into  their  way  of  thinkino 

7)  Do  not  let  home  problems  and  romance  problems  influence  your 
work 

Any  two  of  the  following  under  each  category: 

a.  Punctuality 

1)  Arrive  five  minutes  early 

2)  Dress,  gather  tools,  pencils,  and  salestaooks  on  your  own  time 

3)  Return  from  breaks  on  time 

4)  Run  personal  errands  on  own  time 

5)  '  Do  not  be  a  clock  watcher 

6)  Be  willing  to  work  a  few  minutes  overtime  without  pay  unlnss 
company  policy  or  the  use  of  a  time  clock  prohibits  such  action 

7)  Never  rush  or  walk  away  from  a  customer  because  of  break  or 
dismissal  time 

b.  ^   Neat  appearance  and  appropriate  clothes  for  the  job 

1)  Clean  hands  and  nails  are  important 

2)  Dangling  jewelry  may  be  distractincj  and  bothersome 

3)  Clothing  fads,  jeans,  or  t^shirts  may  not  bo  af3('3ropriate 

4)  Precaution  should  be  taken  against  i)oely  and  breath  odor 

5)  Ckan,  styled  hair  is  helpful  in  getting  and  koefiing  most  good 
jobs 

6)  As  little  makeaip  as  possible  is  moru  a[jfirnnriato  for  work 

a)  Natural  shades  are  bettor  for  work 

b)  Heavy  eye  make^uf)  is  sfildorn  fip[)raj)riate  for  work 

c)  Clear  comiiloxion  is  desirable 

7)  You  are  never  comfileioly  drussud  until  you  put  on  a  smile 
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c.  Visiting  on  tlui  job 

1)  Parsonal  telephone  calls  should  l)0  kept  tit  a  minimuni 

2)  Friends  and  relatives  must  understand  that  they  sliould  nni  nnll 
or  have  lengthy  personal  visits  duriiig  workinfj  liouis 

d.  Missing  work 

1)  Have   cjood   attendance   at   both   school   and  work   for  cjuocl 
re  ferences 

2)  Tell  thu  tencher-coordincitor  if  you  are  present  at  work  or  HcfitiDl 
but  not  both 

3)  Try  not  to  fTiiss  work  when  you  know  that  there  are  a  lot  of 
tasks  to  be  comf^leted 

4)  Call  the  employer  as  early  as  f^ossible  when  you  rrriss  work  due 
to  illness 

5)  Do  not  miss  work  for  school  activities  more  than  is  ubsolutely 
necessary 

6)  Always  ask,  not  tell,  the  supervisor  when  you  need  tiirie  off  from 
work 

7)  Ask  off  work  as  early  as  possible  and  then  remind  the  supervisor 
again  several  days  before  taking  the  tifiio  off 

8)  Tfiank  the  supervisor  for  letting  you  take  time  off  fronri  work 

9)  Be  willing  to  trade  hours  with  co^workers  who  may  want  to  be 
off  at  certain  times 

10)        Be  willing  to  come  to  work  on  short  notice 

e.  Keeping  busy 

1)  Never  just  stand  around 

a)  There  are  always  things  to  be  cleaned,  straightened,  stacked, 
marked,  or  displayed 

b)  Every   job,   regardless   of   how   dirty  or  unattractive,  is 
important 

c)  Use  slack  periocls  to  memorize  [jricos  and  stock  locations 

2)  Never  sit  down  on  a  jol)  that  c^in  be  done  better  standiny  up 
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3)  Do  not  havo  to  bu  mlc)  to  do  tliinc|s 

4)  Work  even  when  the  suporvisor  is  nut  cirouncl 
B)  Stay  witfi  a  task  until  it  is  finished 

6)  Do  not  becDme  uymi  if  you  must  do  i\  job  ovnr 


Poise 


1)  Stciy  culm;  work  cjuickly  and  steadily  without  fjcittino  flushMud 
when  thiiu)s  yo  wroncj  or  work  piles  u[3 

2)  Sf^enk  in  a  ctetuv  distinct,  refined  voice;  nvoicl  slang,  curf^inf),  nnd 
iinproper  Eric 


3)  Avoid  cjic]C]ling,  a  loud  voice,  or  distracting  nervous  fjesturns  or 
habits 

4)  Do  not  talk  about  personal  problems  or  coniplain  about  beinc} 
tired  or  not  feeling  well 

cj,      pE?rsonal  manacjoment 

1)  Never  ask  for  advance  [3ay 

2)  BLidget  your  money 

3)  Pay  bills  [iromptly 

10.  a.  cl,  g?  I 

11.  b 

12.  EvaluatecJ  to  thu  sntiBfaction  of  tfie  teacher  coordinator 

13.  Evaluated  to  the  Scitisftictiofi  of  ifu]  ieacfier  coordiiuitor 
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DECA 
UNIT  II 

UNIT  OBJECTIVE 

After  completion  of  t'nis  unit,  the  student  should  be  able  to  discuss  the  origin  and 
organization  of  DECA  at  the  local,  state,  and  national  levels.  The  student  should  also 
be  able  to  list  the  DECA  colors  and  the  meaning  of  each,  describe  the  requirements  for 
official  dress,  and  identify  the  parts  of  the  DECA  emblem.  He/she  should  be  able  to  select 
from  a  list  DECA  competitive  activities  and  discuss  chapter  awards.  This  knowledge  will  be 
evidenced  by  an  overall  score  of  eighty^five  percent  on  the  unit  test; 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1,  Match  terms  associated  with  DECA  to  the  correct  definitions. 

2,  Write  a  short  paragraph  about  the  origin  and  development  of  DECA, 

3,  Discuss  the  divisions  of  DECA, 

4,  List  the  colors  of  DECA  and  the  meaning  of  each. 

5,  Identify  the  parts  of  the  DECA  emblem. 

6,  State  the  meaning  of  each  part  of  the  DECA  emblem. 

7,  Recite  the  DECA  creed. 

8,  State  the  DECA  taghne. 

9,  Describe  the  official  dress  of  DECA  members  and  the  appropriate  way  to 
wear  the  uniform  and  jewelry. 

10.  Discuss  the  chapter  offices  and  their  duties. 

11.  Name  the  present  state  officer  action  team. 

12.  Name  the  present  national  officer  action  team, 

13.  Name  two  DECA  publications, 

14.  Select  from  a  list  those  DECA  conferences  which  students  may  be  able 
to  attend. 
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15.  Select  from  a  list  those  DECA  competitive  activities  which  students  may 
enter. 

16.  Diicuss  chapter  awards. 

17.  Diicuss  DECA  scholarships  for  which  students  may  apply. 

18.  Select  from  a  list  the  other  vocationa}  student  organizations  in  Oklahoma. 

19.  List  the  order  of  business, 

20.  Select  from  a  list  those  things  that  make  a  good  DECA  chapter  meeting. 

21.  List  characteristics  of  a  good  chairperson. 

22.  Describe  the  action  called  for  when  the  chairperson  raps  the  gavel  once, 
twice,  or  three  times. 

23.  Describe  the  proper  way  to  introduce  a  motion.  ""^^ 

24.  Match  common  motions  to  the  correct  definitions. 

25.  Describe  the  procedure  for  introducing  guest  speakers. 
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DECA 
UNIT  II 

SUGGESTED  ACTIVITIES 

I ,  Teacher-Coordinator: 

A.  Provide  student  with  c^bjective  sheet. 

B.  Give  pretest  using  objective  sheet, 

C.  Provide  student  with  information  sheet. 

D.  T^ake  transparencies, 

E.  Discuss  unit  and  specific  objectives. 

F.  Discuss  information  sheet. 

G.  Provide  students  with  a  copy  of  the  DBCA  Guide  for  ordering  blazers  and 
pins, 

H.  Provide  copies  of  the  Oklahoma  Association  Handbook,  National  Handbook, 
and  Activities  and  Awards  ll^anual  to  plan  the  chapter's  program  of  work. 

I.  Provide  pictures  of  state  and  national  officers  so  students  may  associate 
names  and  faces. 

(NOTE:  Pictures  may  be  found  in  the  DECA  Distributor  and  Oklahoma 
DECA.) 

J,     Have  students  recite  DECA  creed  individually  before  test. 

K.    Give  test. 

L.     Reteach  if  necessary. 

M.    Test  again  until  minimum  standard  is  reached, 
IL  Student: 

A.  Read  Dbjective  sheet. 

B.  Study  information  sheet  and  take  notes. 

C.  Tnku  tnsl(s). 
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INSTRUCTIONAL  MATERIALS 

I,    Included  in  this  unit: 

A.  Objictive  sheet 

B.  Information  sheet 
Transparency  masters 

1.  TIV!  I^^National  DECA  Organization  Chart 

2.  TM  2--0klahoma  Association  of  DECA  Organization  Chart 
D.  Test 

Answers  to  test 
IL  References: 

A.  Oklahoma  Association  of  Distributive  Education  Clubs  of  America 
Handbook,  Stillwater:  Oklahoma  Department  of  Vocational  and  Technical 
Education,  Division  of  Distributive  Education,  1974. 

B.  Activities  and  Awards  Program  Stillwater:  Oklahoma  Department  of 
Vocational  and  Technical  Education,  Division  of  Distributive  Education, 
1974, 

C.  National  DECA  Handbook.  Seventh  Edition,  Falls  Church,  Virginia: 
Distributive  Education  Clubs  of  America,  Inc.,  1972. 

ML    Film:  "DE:  Tell  It  Like  It  Is."  Available  from  Association  Films,  Inc.;  1621 
Dragon  Street;  Dallas,  Texas  75207. 
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DECA 
UNIT  II 


INFORMATION  SHEET 

L    Terms  and  definitions  (Transparencies  1  and  2) 

A.  DECA-Student  organization  for  s'.  Jents  enrolled  in  the  distributive 
education  program 

(NOTE:  DECA  is  a  part  of  the  DE  division  of  the  State  Department  of 
Vocational  and  Technical  Educationj 

B.  State  advisory-Person  responsible  for  DECA  activities  in  the  state 

C.  Voting  delegate-Person  who  represents  the  chapter  or  state  association  in 
handling  business  and  electing  officers  during  the  state  and  national 
conferences 

D.  DECA,  Inc. -Governing  body  of  DECA  made  up  of  DE  state  supervisors 
from  each  state  association 

E.  DECA,  Inc.,  Board  of  Directors-Committee  which  sets  policies  for  DECA 
and  consists  of  fifteen  members  including  a  national  DECA  officer  and  a 
chapter  advisor 

National  Advisory  Board-Advisory  committee  for  the  board  of  directors 
made  up  of  representatives  from  companies  which  contribute  fi^nancia! 
support  to  DECA 

G.  DECA  Foundation-Organization  established  to  provide  funds  for  national 
scholarship-loan  awards 

H.  Congressional  Advisory  Board  (CAB)--Board  made  up  of  Congressmen  who 
actively  support  DECA 

IL    Origin  and  development  of  DECA 

A.  Need  for  distributive  education  training  was  met  by  the  passage  of  the 
George  Deen  Act  in  1937 

B.  Student  organizations  to  develop  leadership  and  promote  careers  began  to 
spring  up  under  many  different  names 

C.  First  statewide  meeting  in  Oklahoma  was  held  in  Oklahoma  City  in  1942 

D.  ,  First  national  conference  held  in  1946  in  Memphis,  Tennessee 

E.  Oklahoma  is  one  of  the  seventeen  charter  state  associations 

F.  Today  there  are  fifty-two  state  associations,  including  ones  in  the  District 
of  Columbia  and  Puerto  Rico 
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INFORMATION  SHEET 


IV. 


Divisions  of  DECA  {Transparency  1) 

A.  High  school-High  school  students  enrolled  in  a  distributive  education 

jrarn 

B.  Junior  collegiate-Students  enrolled  in  middle  management  programs  in 
junior  and  community  colleges 

C.  Collegiate--Students  majoring  In  distributive  education  and/or  alumni 
enrolled  in  a  college  or  university  with  a  DE  teacher  education  program 

D.  Alumni^-Organization  of  graduates  from  the  high  school,  junior  collegiate, 
and/or  collegiate  divisions  who  wish  to  continue  their  interest  in  and  support 
of  DE  and  DECA 

E.  Professional-Organization  of  teachers,  business  people,  parents,  and  other 
interested  people  who  support  DE  and  DECA 

Colors  of  DECA 

A.  Blue^-Suggests  sincerity  and  genuineness 

B.  Gold-Suggests  the  crowning  success  which  comes  to  one  who  lives  usefully 
and  wisely 

DECA  emblem 


Civic  consciousness 


Leadership  development 


Vocational  understanding 
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INFORMATION  SHEET 
VL    Parts  of  the  DECA  emblem 


A,     Four  points  of  the  DECA  diamond 


prepared  to  take  his/her  place  in  the  business  world 

2.  Civic  consciousness-Each  student  recognizes  his  responsibility  to 
his/her  community 

3.  Social  intelligence-DECA  member  has  the  opportunity  to  develop 
socially 

4.  Leadership  development-DECA  member  has  an  opportunity  to 
assume  responsibility  as  a  leader  and  follower 

B,    Wrapped  package  and  rays  of  sunshine^^Personal  satisfaction  from  doing  a 
job  well 


VII.    DECA  Creed 

I  believe  in  the  future  which  I  am  planning  for  myself  in  the  field  of  distribution 
and  in  the  opportunities  which  my  vocation  offers. 

I  believe  in  fulfilling  the  highest  measure  of  service  to  my  vocation,  my  fellow 
beings,  my  country,  and  my  God-^that  by  so  doing,  I  will  be  rewarded  with 
personal  satisfaction  and  material  wealth. 
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INFORMATION  SHEET 

I  believe  in  the  democratic  philosophies  of  private  enterprise  and  competition 
and  in  the  freedoms  of  this  nation-that  these  philosophies  allow  for  the  fullest 
development  of  my  individual  abilities, 

I  believe  that  by  doing  my  best  to  live  according  to  these  high  principles,  I 
vvill  be  of  greater  service  both  to  myself  and  to  mankind. 

Vlil.    DECA  tagline-Developing  future  leaders  in  marketing  and  distribution 

IX.  Official  dress  of  DECA  members 
A.     DECA  blazer 

1.  Consists  of  navy  blue  coat  with  DECA  emblem  on  left  breast 
pocket 

2.  Snould  be  worn  proudly  with  appropriate  clothing 

3.  Must  not  be  worn  if  member  is  smoking 
Membership  pins 

1.  Consists  of  DECA  emblem  which  may  have  officer  and/or  year 
guards  attached 

2.  Should  be  worn  on  the  left  lapel  and  with  no  other  pins 

3.  Should  have  guards  attached  to  the  left  of  the  membership  pin 

X.  Chapter  offices  and  duties 

(NOTE.  Every  ciiapter  should  have  at  least  these  eight  offices.) 

A.  President 

(NOTE:  The  symbol  of  this  office  is  a  gaveL) 
T       Presides  over  all  meetings 

2»       Serves  as  an  ex^officio  member  on  all  committees 

B.  Vice^president 

(NOTE:  The  symbol  of  this  office  is  a  torch,) 

1,  Assists  president 

2,  Directs  all  committee  work 

3,  Assumes  responsibility   for  guest  speakers  and  other  chaffer 
meelincj  [irograms  ^ 
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INFORMATION  SHEET 


Secretary 


(NOTE;  The  symbol  for  this  office  is  a  quill,) 


T 


Prepares  agenda 


2. 


Records  attendance 


3. 


Keeps  minutes  of  all  meetings 


D.  Treasurer-Keeps  financial  records 

(NOTE;  The  symbol  of  this  office  is  a  key,) 

E.  Historian-Keeps  chapter  of  the  year  entry 
(NOTE;  The  symbol  of  this  office  is  a  scrolL) 

F.  Reporter 

(NOTE:  The  symbol  for  this  office  is  a  winged  pen  J 

T        Reports  chapter  news  to  city's  newspaper(s),  radio  and  television 
stations,  school  papers,  and  national  and  state  DECA  publications 

2.        Is  responsible  for  the  chapter  newsletters 

G.  Parliamentarian-^lnforms  members  on  correct  parliamentary  procedure 
(NOTE;  The  symbol  for  this  office  is  a  maze,) 

H.  Chaplain^-Takes  charge  of  religious  exercises  during  meetings  and  banquets; 
supports  morale  of  members  and  promotes  unity  within  the  chapter 

(NOTE:  The  symbol  of  this  office  is  a  cross,) 


XL    State  officer  action   team   (to   be   completed   by   DE  teacher-coordinator) 
(Transparency  2) 

A,  President 

B,  Vice-president 

C,  Secretary 

D,  Treasurer 

E,  Historian 
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INFORMATION  SHEET 

F,  Re()orter 

G,  Ptirliamentarian 

H,  Chaplain  ..-"<=^^ 
i:     State  advisor 

XI L      National  officer  action  leain  (to  be  compleled  by  DE  teachercoordinator) 

A.  President 

B.  Vice=[)resident 

C.  Secretary^Treasurer  ^^^^^'^ 

D.  Regional  vice^presidents 

1.  Southern 

2.  Western 

3.  North  Atlantic 

4.  Central 
XIIL     DECA  publications 

A.  Okkiiinnhi  DECA 

(NOTE:  This  is  a  slate  newspaper  published  four  times  a  year,) 

B.  DECA  Distrilnilnr 

(NOTE:  This  is  a  national  magazine  published  four  times  a  year.  The 
Distrihiitor  wcis  [lublished  by  the  Oklahoma  state  DE  staff  from 
1948-1953.) 

XIV,     DECA  conferences 

A.  District  chaptur  officers*  training  conference,  usually  field  in  October 

B.  Sttite  LcHifjurshii")  ConferencK  hek)  each  March 

C.  Njtionnl  Career  Developmem  Conferenco  hold  each  SfKiny 

Si^uiiium  Rufjioii  CnnfiKiMictj  htHd  in  iynn  u\  tlui  thiiienn  saulliurn  status 
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XV,    Competitive  activities 

A.  State  level 

1,  Creative  entry- Vocational  notebook 

2.  Participating  events 

a.     Mathematics  of  retailing 

Business  vocabulary 
c.     Parliamentary  procedure 

B.  State  and  national  level 

1,       Creative  entries 

a.  Merchandise  manual 

b.  Area  of  distribution  manual 

c.  Individual  marketing  studies 


1) 

Jewelry  industry 

2) 

Department  store 

3) 

Food  industry 

4) 

Service  industry 

5) 

Automotive  and  petroleum  industry 

6) 

Specialty  store 

7) 

Furniture  industry 

8) 

Variety  store 

d.     Creative  marketing  project-Class  project 
2.       Participating  events 

a.  Sales  demonstration 

b.  Display 

c.  Advertising 
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d.  Public  speaking 

e.  Job  interview 

f.  Student  of  the  Year 

(NOTE:  One  boy  and  one  girl  are  chosen  each  year.) 

XVL    Chapter  awards 

A.  C.  K.  Reiff  Award 

1.  Given  when  a  chapter  accumulates  1500  local  activity  points 

2,  Named  after  one  of  the  first  supervisors  and  teacher-educators  for 
distributive  education 

(NOTE;  C.  K.  Reiff  was  also  the  first  editor  of  the  DECA 
Distrihuton) 

B,  M.  J.  DeBenning  Award-^Chapter  of  the  year  award  given  to  the  chapter 
whiclT  accumulates  the  most  points  for  members  placing  in  individual 
competitive  activities  and  local  activity  points  earned  during  the  year  from 
state  conference  to  state  conference 

(NOTE:  Mr,  DeBenning  was  the  state  supervisor  for  distributive  education 
and  a  leader  tn  DECA  for  31  years.  He  was  co  author  of  the  orfginal  National 
DECA  Constitution,  The  chapter  which  receives  this  award  then  competes 
for  the  national  chapter  of  the  year  awardj 

Other  individual  and  chapter  awards^-Given  during  interscholastic  meets  at 
Oklahoma  State  University  and  Central  State  University 

XVI L  Scholarships 

A.  National  DECA  Scholarship=Loan  Award^^Given  by  the  DECA  Foundation 
to  assist  and  encourage  continued  study  in  marketing  and  distribution 

B.  Sales  and  Marketing  Executives  of  OkUihoma  City  Scholarship-S2,000 
scholarship  given  to  a  student  wishing  to  major  in  business  or  distributive 
ed  ucation 

C.  M,  J,  DeBenning  Scholarship-Given  by  the  Oklahoma  Restaurant 
Association  to  a  student  wishing  to  continue  his/her  education  in  the  fnocJ 
service  industry 

D.  C,  Antliony  Company  Scholarship-Si ,000  scholnrship  given  tn  a  DE 
student  from  Oklafioma,  TeKas,  or  New  Mexico  who  is  employed  with  the 
C.R.  Anthony  Company 
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E.     CoMnfjiate    DECA   scholarshipS'^Given   by    Centrfil  State  Univirsity  and 
OklahaiTici  State  University 

Scholarships  available  from  various  jiinior  college  middlfi  management 
programs 

XVIII.     Otlier  vocational  student  organizations 

A,  FBLA  (Future  Business  Leaders  of  America) 

(NOTE:  This  is  an  organization  primarily  for  students  being  trained  in  office 
skills  such  as  typing,  filing,  and  stenographyJ 

B,  FHA  (Future  Homemakers  of  America) 

(NOTE:  This  is  an  organization  for  students  receiving  training  in  skills  such 
as  commercial  foods,  child  care,  and  sewing.) 

C,  FFA  (Future  Farmers  of  America) 

(NOTE:  This  is  an  organization  for  students  receiving  training  for  careers 
sucfi  as  agriculture,  animal  science,  horticulture,  agri-business,  and  weldingj 

D,  OHOSQ  (Oklahoma  Health  Occupations  Student  Organization) 

(NOTE:  This  is  an  organization  for  students  receiving  training  for  health 
occupations  careers,) 

E,  VICA  (Vocational  Industrial  Clubs  of  America) 

(NOTE:  This  is  an  organization  for  students  receiving  training  for  skills,  such 
as  carpentry,  electronics,  auto  mechanics,  cosmetology,  and  many 
manufacturing  jobsj 

XIX.    Order  of  business 

A.  Meeting  called  to  order 

B.  Special  program  of  a  serious  nature 

(NOTE:  This  could  be  a  firogram  such  as  the  opening  cerfimony,  flag  salute, 
saying  DECA  creed,  or  devotionaL) 

C.  Meal  (if  a  meal  function) 

D.  Reading  minutes  of  previous  meeting  and  taking  roll 

E.  Treasurer's  report 

F.  Comniittee  rofioriB 
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G.  Unfinisliocl  business 

H,  New  businoss 
L  Program 

J,  Announcements,  introductions,  or  closing  ceremony 

K.  Adjournment 

L.  Refreshments  and  recreation 
XX,    Good  DECA  chapter  meeting 

A.  Advance  planning  and  practice  by.  the  executive  committee 
(NOTE;  It  is  suggested  that  an  agenda  be  prepared  ahead  of  time,) 

B.  Arranging  the  seating  plan  so  everyone  can  see  the  program 

C.  Proceeding  according  to  order  of  business 

D.  Cr^iducting  business  according  to  parliamentary  procedure 

E.  Preparing  written  and  oral  committee's,  secretary's,  and  treasurer's  reports 

F.  Beginning  and  ending  on  time 

G.  Moving  along  yylih  "snap"  to  prevent  boredom  and  wasted  time 

H.  All  niemljerg  exfiressiny  appreciation  to  guests  for  their  attendance 
L  All  members  being  involved  in  at  least  one  committee 

J.  Proceeding  with  rninlmum  participation  by  the  advisors(s)^ 

K.  Helping  with  any  clenn  uf)  duties 
XXL    Chtircicteristics  of  a  good  chairperson 

A.  Be  Inifjartial 

B.  Inspire  confidence  in  the  members 

C,  Provide  leaclershi[) 

D,  Ask  if  thero  are  any  additions  and  corrections  to  the  minutes 

■  E;     Ask  thrue  times  if  thorn  is  any  rnoru  discussion  before  voting  unless  thoro 
is  limitod  debatu 

F,     Rcfiuat  rnotiurit]  jnd  tMnunilmen ts  oxacily  as  thuy  wuru  slatud  boforo  votinc] 
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XXII.    Meaning  of  gavel  raps 

A.  Rapping  once-^To  declare  or  closa 

B.  Rapping  twice-To  call  to  order 

C.  Rapping  three  times-Everyone  should  stand 
XXI I L      How  to  introduce  a  motion 

A.     Have  only  one  main  motion  on  the  floor  at  a  time 
B=     Raise  your  hand  until  recognized  by  the  chair 

C.  Stand  and  address  the  chair  as  "Mr,  Chairman" 

D.  Say  "I  move  .  ,  .  "  not  ''I  make  a  motion  ,  .  ,  "  or  "I  move  that  .  .  /' 

E.  Word  all  motions  in  a  positive  way  so  that  a  "yes"  vote  means  the 
membership  is  in  favor  of  the  proposed  motion 

XXIV,    Common  motions 

A.  Adjourn-Takes  precedence  ovei  all  other  motions 

B.  Refer  to  committee^-Have  a  committee  do  further  work  before  presenting 
the  proposal  to  the  entire  group 

C.  Lay  on  tabUi-^Postpone  until  a  later  date 

(NOTE;  The  group  must  vote  to  remove  matter  from  the  table  before 
further  discussion,) 

D.  Point  of  order=-May  interrupt  when  someone  is  violating  the  proper 
procedures  and  rights  of  others 

E.  Question-Called  out  informally  by  member  when  ready  to  vote  on  pending 
question  or  motion 

F.  Amendment-Adding,  changing,  or  omitting  something  to  a  motion 

G.  Amend  amendments-Adding,  changing,  or  omitting  something  to  an 
amendment 

H.  Friendly  amendments-Adding,  changing,  or  omitting  something  to  a  motion 
or  amendment  with  the  approval  of  the  person  making  the  motion  or 
amendment;  does  not  require  a  vote 

I.  Point  of  informations-Interrupting  to  get  additional  information  on  a  subject 

J.  Point  of  personal  privilege^^Asking  the  chair  for  the  privilege  to  make  a 
short  point  after  discussion  has  ended 
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K.    Suspend  rules-Requires  2/3  vote 
XXV.    Introduction  of  guest  speakers 

A.  Greet  guests  ahead  of  time,  make  thim  feel  comfortable,  and  gather  any 
necessary  information  from  the  speaker 

B.  Give  a  brief  resumi  of  the  guest,  saving  his/her  name  for  last 

C.  Ask  questions  when  the  speaker  gives  the  opportunity  to  do  so 

D.  Express  sincere  appreciation  for  speaker's  time  and  trouble  after  the 
presentation  is  completed 

E.  Follow  up  with  a  thank-you  note,  gift,  and/or  honorarium 


81 


AHTiCLESOFiNCORPOHATlQN 


CONSTITUTiONyVLAWS 


DlSTHIRUTlVliEDllCATIONCLUBSnF  AMERICA 


OECAINCORFORATEO 


i.C{)lliH|ijh) 
Djvhidii 


EM'aitiiii' 
CiiiifiCii 


Division 


Niliiiinill 


E^ociiiivti 
Couficii 


E)iocii!iyo 


Esiidyiivii 
CQfiifninci' 


Bo(lr(lolDirictOfi 


Awards  ind  CflnfeiMicii 
Policy  and  Planninij 
Public  Rcl^  J  PuDri 
PfDgiirTlOiMiOpfTient 

hmm 


ASIDE 
iET 


CDTE 


ASDV^ 
"NADiLS 


Awards  anil 
ScliLjli!r§hips 


UMiliifship 
Ctinloronc^i 


OF  YOUTH  ACTIVITY---CHAFTER,  eiATE.  NATIONAL 


Moinrfr 


IkjcjtjQnal 


CHARTERED  ASSOCIATIONS 


LOCAL GHAPTiRS 


INDIViDUALMEMIERS 


Pregriiifi 
DoyolDpiTienl 


f'mm  UplI 
AdfTiiniiifitipfl 


(Jyiyjg?l| 


0 

m 


Atlull  Advisory  Organi^a!i( 


Stytal  Orqinizaiion 


Eiaiy  Advi 

Imum  Aii 

/i^ofy  Council 

Local  DECA  Ctiapter  Mm 


OWahoiiia  OECA  Officiri 


VICE 
PRESIDENT 


SECRETARY 


TREASURER 


iEPORTEF 


PARLIAMENTARIAN 


0 
m 


si 
W 


85 


,DE  II  -  75=A 


DECA 
UNIT  II 


TEST 

1.       Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  appropriate 
numbers  in  the  blanks  provided. 


Organization    established    to  provide 

1, 

DECA 

funds     for    national  scholarship-loan 

awa  rds 

2, 

DECA  Foundation 

b. 

Advisory    committee    for    board  of 

3, 

Voting  delegate 

directors   made  up  of  representatives 

Trom     companies     wnicn  contriDute 

4, 

Nationa  1  Advisorv 

financial  support  to  DECA 

Board 

c, 

Committee  which  sets  policies  for  DECA 

5, 

Congressional 

^nH      nnnQi^t^      nf      fiftPRn  rnPrrihiPr^ 

a  1  I  U          L>LJ  llalQLo         wi           III       wl  t  MIOIIILJ^IQ 

Advisory  Board 

including  a  national  DECA  officer  and 

(CAB) 

chapter  advisor 

6. 

State  advisor 

d. 

Governing  body  of  DECA  made  up  of 

DE  state  supervisors  from  each  state 

7. 

DECA,  Inc. 

association 

8. 

DECA,  Inc.,  Board 

e, 

Person  who  represents  the  chapter  or 

of  Directors 

state  association  in  handling  business  and 

electing  officers  during  the  state  and 

national  conferences 

f. 

Person  responsible  for  DECA  activities  in 

the  state 

g« 

Student     organization     for  students 

enrolled  in  the  distributive  education 

program 

Board  made  up  of  Congressmen  who 

actively  support  DECA 

2,       Write  a  short  paragraph  about  the  origin  and  development  of  DECA. 
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3,       Discuss  the  divisions  of  DECA. 


List  the  two  colors  of  DECA  and  the  meaning  of  each, 
a. 

b. 


Identify  the  parts  of  the  DECA  emblem, 
d,   


State  the  meaning  of  each  part  of  the  DECA  emblem. 

a. 

b. 

c, 
d. 
e. 

Recite  the  DECA  creed. 

(NOTE:  If  this  activity  has  not  been  accomplished  prior  to  the  test,  ask  the 
instructor  when  it  should  be  completed.) 

State  itie  DECA  tagline. 


EKLC 
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9.       Describe  the  official  dress  of  DiCA  members  and  the  appropriate  way  to  wear 
the  uniform  and  jewelry. 


10.       Discuss  the  chapter  offices  and  their  duties. 


11,       Name  the  present  state  officer  action  team. 


a. 

Presidents- 

b. 

Vice-president- 

G, 

Secretary- 

d. 

Treasurers- 

e. 

Historian-- 

f. 

Reporter-- 

g- 

Parlfamentarian- 

Chaplain-  ' 

i. 

State  advisor-- 
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Name  the  present  national  officer  action  team* 

a.  President-- 

b.  Vice-president-- 

c.  Secretary-Treasurer- 

d.  Regional  vice-presidents 

1 )  Southern" 

2)  Western- 

3)  North  Atlantic- 

4)  CentraU- 

Name  two  DECA  publications. 

a, 

b. 

Select  from  the  following  list  the  DECA  conferences  which  students  may  be 
able  to  attend.  Place  an  "X"  in  the  correct  blanks, 

a.  State  Career  Development  Conference 
 b.  State  Leaders^^'p  Conference 

c.  National  Career  Development  Conference 
^  _d.  District  chapter  officers'  training  conferences 

e.  National  Leadership  Conference 

 _f.   Professional  Improvement  Conference 

 g.  Southern  Region  Conferencs 

Select  from  the  list  below  and  on  the  next  page  those  DECA  competitive  activities 
which  students  may  enter.  Place  an  "X"  in  the  correct  blanks, 

 _a.  Vocational  notebook 

b.  Secretary^treasurer's  book 

c.  Business  vocabulary 
 ^d.  Scrapbook 

e.  Welding 
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Computer  science 

g« 

Typing 

Parliamentary  procedure 

i, 

Mathematics  of  retafling 

Public  speaking 

k. 

Merchandise  manual 

L 

Area  of  distribuuon  manual 

m 

.  Surveys 

n  = 

Savings 

0. 

Individual  marketing  studies 

Creative  marketing  project 

Advertising  campaign  project 

r. 

Advertising 

Display 

t. 

Job  interview 

Student  of  the  Year 

Discuss 

two  chapter  awards. 

17.        Discuss  three  DECA  scholarships  for  which  students  may  apply. 
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18,       Select  fron    the  following  list  the  other  vocational  student  organizations  in 
Oklahoma,  Place  an  "X"  in  the  correct  blanks. 

a.   FTA   Scouts 


b.  FBLA  VICA 

c.  4-H  h.  FHA 

d.  FT  i.  OHOSO 
0.  Junior  Achievement 


19.  List  the  order  of  business, 
a. 

b. 
c. 
d. 
e. 
f. 

9- 
h. 

i. 

k. 

I 

20,  Select  from  the  following  list  those  things  that  make  a  good  DECA  chapter 
meeting.  Place  an  "X"  in  the  correct  blanks. 

a.  Advance  planning  and  practice  by  the  eKecutive  committee 

b.  Arranging  the  seating  plan  so  everyone  can  see  the  program 

c.  Proceeding  according  to  order  of  business 

 d.  Conducting  business  according  to  parliamentary  procedure 

e.  Preparing  written  and  oral  committee's,  secretary's,  and  treasurer's 
reports 

f.  Beginning  and  ending  on  time 
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 ^g,  Moving  along  with  "snap"  to  prevent  boredom  and  wasted  time 

 h.  All  members  eKpressing  appreciation  to  guests  for  their  attendance 

i.  All  members  being  involved  in  at  least  one  committee 

 J.  Proceeding  with  minimum  participation  by  the  adV!Sor(s) 

 k.  Helping  with  any  clean-up  duties 

21.  List  three  characteristics  of  a  goo^^  chairperson, 
a. 

c, 

22,  Describe  the  action  called  for  when  the  chairperson  raps  the  gavel  once,  twice, 
and  three  times. 


23,       Describe  the  proper  way  to  introduce  a  motion. 
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Match  the  common  motions  on  the  right  to  the  correct  definitions.  Plane  the 
appropriate  numbers  in  blanks  provided. 


a.  Requires  2/3  vote  1.  Adjourn 

b.  Interrupting  to  get  additional  information        2.       Lay  on  table 
on  a  subject 

3,  Point  of  order 

c.  Takes  precedence  over  all  other  motions 

4,  Question 

d.  Postpone  until  a  later  date 

5,  Amendment 

e.  Adding,  changing,  or  omitting  something 

to  a  motion  6.  Amend 

amendment 

f.  Adding,  changing,  or  omitting  something 

to  a  motion  or  amendment  with  the        7,  Friendly 
approval    of   the  person   making  the  amendment 
motion  or  amendment;  does  not  require 

a  vote  B,       Suspend  rules 

g.  Have  a  committee   do  further  work        9,       Point  of 
before  presenting  the  proposal  to  the  information 
entire  group 

10.  Point  of 

h.  May  interrupt  when  someone  is  violating  personal 
the  proper  procedures  and  rights  of  privilege 
others 

11.  Refer  to 

i.  Called  out  informaMy  by  member  when  committee 
ready  to  vote  on  pendmg  question  or 

motion 

j.  Adding,  changing,  or  omitting  something 
to  an  amendment 

k.  Asking  the  chair  for  the  privilege  to 
make  a  short  point  after  discussion  has 
ended 


Describe  the  procedure  for  introducing  guest  speakers. 
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ANSWERS  TO  TEST 

1.  a,     2  e.  3 
b.     4  f,  6 

8  g,  1 

d.     7  h.  5 

2.  Paragraph  should  include: 

a.  Need  for  distributive  education  training  was  met  by  passage  of  George  Deen 
Act  in  1937 

b.  Student  organizations  to  develop  leadership  and  promote  careers  began  to 
spring  up  under  many  different  names 

c.  First  statewide  meeting  in  Oklahoma  was  held  in  Oklahoma  City  in  1942 

d.  First  "iitional  conference  held  in  1946  in  Memphis,  Tennessee 

e.  Oklahoma  is  one  of  the  seventeen  charter  state  associations 

f.  Today  there  are  fifty^two  state  associations,  including  ones  in  the  District 
of  Colombia  and  Puerto  Rico 

3.  Discussion  should  include: 

a.  High  school-Higli  school  students  enrolled  in  a  distributive  education 
program 

Junior  collegiate^^Students  enrolled  in  middle  management  programs  in 
junior  and  community  colleges 

c.  Collegiate-Students  majorinn  in  distributive  education  and/or  alumni 
enrolled  in  a  college  or  university  with  a  DE  teacher  education  program 

d.  Alumni-Organization  of  graduates  from  the  high  school,  junior  collegiate, 
and/or  collegiate  divisions  who  wish  to  continue  their  interest  in  and  support 
of  DE  and  DECA 

e.  Professional-Organization  of  teachers,  business  people,  parents,  and  other 
interested  people  who  support  DE  and  DECA 

4.  a,     Blue-Suggests  sincerity  and  genuineness 

b.  Gold-Suggests  crowning  success  which  comes  to  one  who  lives  usefully  and 
wisely 
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6. 


7. 

8. 
9. 


a.  Vocational  understanding 

b.  Civic  consciousness 

c.  Social  inrelligence 

d.  Leadership  developmenl 

e.  Wrcipped  package  and  rays  of  sunshino 

a.  Vocational  understanding-Distrihuiive  edu.iation  graduate  is  prepar-^d  to 
take  his/her  place  in  the  business  world 

b.  Civic  consciousness-Each  student  recocjnizes  his  responsibility  to  his/fier 
community 

c.  Social  intelligence-DE.CA  member  has  an  opportunity  to  develop  socially 

d.  Leadership  development-DECA  member  has  an  opportunity  to  assume 
responsibility  as  a  leader  and  follower 

e.  Wrapped  package  and  rays  of  sunshine-  Personal  satisfaction  from  doing  a 
job  well 

Evaluated  to  the  satisfaction  of  the  instructor 
Developing  future  leaders  in  marketing  and  distribution 
Description  should  include: 
a.      DECA  blazer 

1)        Consists  of  navy  blue  coat  with  DECA  emblem  on  left  breast 


pocket 


2) 


Should  be  worn  proudly  with  afjfjropriate  clothing 


3) 


Must  not  be  worn  if  member  is  smokint) 


Membership  pins 


1) 


Consists  of  DECA  emblem  which  may  have  officer  and/or  year 
guards  attached 


2) 


Shoulc!  he  worn  on  the  left  lapel  and  with  no  otiier  pins 


3) 


Shouki  have  fjuards  attachorl  to  i\w  left  of  thi^  membersliip  [)iri 
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10.       Discussion  should  include: 
a.  President 

1)  Presides  over  all  meetings 

2)  Serves  as  on  ex=officio  member  on  dll  committees 
Vice-president 

1)  Assists  president 

2)  Directs  all  committee  work 

3)  Assumes  responsibility  for  guest  speakers  and  other  chapter 
meeting  programs 

c.  Secretary 

1)  Prepares  agenda 

2)  Records  attendance 

3)  Keeps  minutes  of  all  meetings 

d,  Treasurer-^Keeps  financial  records  ^   

@.     Historian-Keeps  chapter  of  the  year  entry 

f,  Reporter 

1)  Reports  chapter  news  to  city's  newspaper(s),  radio  and  television 
stations,  school  papers,  and  national  and  state  DECA  publications 

2)  Is  responsible  for  the  chapter  newsletters 

g,  Parliamentarian-Informs  members  on  correct  parliamentary  procedure 

h,  Chaplain-Takes  charge  of  religious  exercises  during  meetings  and  banquets; 
supports  morale  of  members  and  promotes  unity  within  the  chapter 

IK       To  be  completed  by  the  DE  teacher^coordinator  each  year 

a.  President^^ 

b.  Vice-president-^ 

c.  Secretary^= 

d.  Treasurer- 

e.  Historian-" 

f.  Reporter- 
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g.  Parliamentarian^ 

h.  Chaplain-' 

i.  State  acivisor- 

12.       To  be  completed  by  tlie  DE  teacher-coordinator  each  ycur 

a.  President^- 

b.  Vice-president" 

c.  Secretary-Treasurer- 

d.  Regional  vice-presidents 


1) 

Southern- 

2) 

Western- 

3) 

North,  Atlantic- 

4) 

Central-- 

13.  a.  DEC  A  Distributor 
b.     OI<lahonw  DEC  A 

14.  b,      d,  g 

15.  a,  c,  h,  i,  i,  k,  L  o,  p,  r,  s,  t,  u 

16.  Discussion  should  include  two  of  the  following^ 

a,  K.  Reiff  Award 

1)  Given  when  chapter  accumulates  1500  local  activity  points 

2)  Named  after  one  of  the  first  supervisors  and  teacher-educators  foi 
distributive  education 

b,  M,  J,  DeBenning  Award-Chapter  of  the  year  award  given  to  the  chapter 
which  accumulates  the  most  points  for  members  placing  in  individual 
competitive  activities  and  local  activity  points  earned  during  the  year  from 
state  conference  to  state  conference 

c,  Other  individual  and  chapter  awards-Given  during  interscholastic  meets  :u 
Oklahoma  State  University  and  Central  Slate  University 


O  0  7 

ERIC  - 


DE  II  -  87^A 


17.  Discussion  should  include  three  of  the  following: 

a.  National  DECA  Scholarship^Loan  Awards-Given  by  the  DECA  Foundation 
to  assist  and  encourage  continued  study  in  marketing  and  distribution 

b.  Sales  and  Marketing  Executives  of  Oklahoma  City  Scholarship-S2,0C0 
scholarship  given  to  a  student  wishing  to  major  in  business  or  distribui've 
education 

c.  M.  J,  DeBenning  Scholarship-^Given  by  the  Oklahuma  Restaurant 
Association  to  a  student  wishing  to  continue  his/her  education  in  the  food 
service  industry 

d.  C.  R.  Anthony  Company  Scholarship-SI.OOO  scholarship  given  to  a  DE 
student  from  Oklahoma,  Texas,  or  New  Mexico  who  is  employed  with  the 
C.  R.  Anthony  Company 

e.  CoMegiate  DECA  scholarships-Given  by  Central  State  University  and 
Oklahoma  State  University 

f.  Scholarshipb  available  from  various  junior  college  middle  management 
programs 

18.  b,  d,  g,  h,  i 

19.  a.     Meeting  called  to  order 

Special  program  of  a  serious  nature 

c.  Meal  (if  a  meal  function) 

d.  Reading  minutes  of  previous  meeting  and  taking  roll 

e.  Treasurer's  report 

f.  Committee  reports 

g.  Unfmished  business 

h.  New  business 

i.  Program 

j.      Announcements,  introductions,  or  closing  ceremony 

k.  Adjournment 

L      Refreshments  and  recreation 

20.  a,  b,  c,  d,  e,  f,  g,  h,  i,  j,  k 


bo 


Any  three  of  the  following: 

a.  Be  impartial 

b.  Inspire  confidence  in  the  members 

c.  Provide  leadership 

d.  Ask  if  there  are  any  additions  and  corrections  to  the  minutes 

Ask  three  times  if  there  is  any  more  discussion  before  voting  unless  there 
is  limited  debate 

f.  Repeat  motions  and  amendments  exactly  as  they  were  stated  before  votinc] 
Descrip^'on  should  include: 

a.  Rapping  once--To  declare  or  close 

b.  Rapping  twice-=To  call  to  order 

c.  Rapping  three  times^^Everyone  should  stand 
Description  shouid  include: 

a.  Have  only  one  main  motion  on  the  floor  at  a  time 

b.  Raise  your  hand  until  recognized  by  the  chair 

c.  Stand  and  address  the  chair  as  "Mr.  Chairman" 

d.  Say  "I  move  ..."  not  "I  make  a  motion  ..."  or  "I  move  that  .  .  ^  " 

e.  Word  all  motions  in  a  positive  way  so  that  a  "yes"  vote  means  the 
membership  is  in  favor  of  the  proposed  motion 
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25.        Description  should  include: 

a.  Greet  the  guests  ahead  of  time,  make  them  feci  comfortable,  and  gather 
any  necessary  information  from  the  speaker 

b.  Give  a  brief  resume  of  the  guest,  saving  his/her  name  for  last 

c.  Ask  questions  when  the  speaker  gives  the  opportunity  to  do  so 

d.  Express  sincere  appreciation  for  the  speaker's  time  and  trouble  after  the 
presentation  is  completed 

e.  Follow  up  with  a  thank-you  note,  gift,  and/or  honorarium 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


UNIT  OBJECTIVE 


After  complition  of  this  unit,  the  student  should  be  able  to  locate  and  apply  for  a  job. 
The  student  should  be  able  to  prepare  a  data  sheet,  application  form,  letter  of  application, 
and  fol!ow=up  letter.  He  or  she  should  be  able  to  make  preparations  for  an  interview 
and  to  conduct  himself/herself  effectively  during  the  interview.  The  student  should  be 
able  to  discuss  employment  agencies.  This  knowledge  will  be  evidenced  through 
demonstration  and  by  scoring  eighty-five  percent  on  the  unit  test. 


SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  job  application  and  interview  to  the  correct 
definitions. 

2.  Discuss  employment  agencies, 

3.  Tell  how  a  person  looking  for  a  job  can  use  different  sources  of  information. 

4.  List  items  which  an  applicant  may  need  to  prepare  when  applying  for  a 
job. 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 

SUGGESTED  ACTIVITIES 

Teacher-Coordinator ! 

A.    Provide  student  with  objective  sheet, 
B=     Give  pretest  using  objective  sheet. 

C.  Order  films  and  filmstrips, 

D.  Provide  student  with  information  and  assignment  sheets, 

E.  Make  transparencies, 

F.  Discuss  unit  and  specific  objectives. 

G.  Discuss  information  and  assignment  sheets, 

H.  Provide  assignments  similar  to  those  contained  in  the  unit  for  appropriate 
practice  and  evaluation  until  satisfied  that  the  objective  has  been  achieved. 

L     Obtain  employment  agency  contracts  for  use  in  classroom  discussion. 

J,     Obtain  additional  job  application  forms  for  use  on  Assignment  Sheet  #5, 

K.    Provide  sufficient  newspaper  classified  ad  pages  for  use  on  assignment, 

L.  Contact  resource  people  such  as  owner  of  private  employment  agency,  state 
employment  office  director,  or  a  personnel  director.  They  can  serve  as  guest 
spea!<ers  or  can  help  evaluate  job  interviews  in  the  classroom  or  at  his/her 
place  of  business.  Have  students  write  brief  summary  of  the  speaker's 
presentation,  including  the  speaker's  name  and  occupation. 

M.  Take  picture  of  each  student  to  attach  to  the  resume. 

N,  Plan  for  using  video  tape  during  job  interview. 

0.  Plan  for  using  a  teletrainer, 

P,  Give  test. 

Q.  Reteach  if  necessary. 

R,  Test  again  until  minimum  standard  is  reachid. 
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II.  Student: 

A.  Read  objective  sheet, 

B.  Study  information  sheet. 
C/   Take  notes, 

D.  Complete  assignment  sheets. 

E,  Take  test(s). 

INSTRUCTIONAL  IVIATERIALS 

L    Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 

C.  Transparency  master:  TM  1 --Where  to  Look  for  a  Job 

D.  Assignment  sheets 


E. 

G. 


1. 

Assignment 

Sheet 

#1- 

-Personal  Data  Sheet 

2. 

Assignment 

Sheet 

#2= 

^Letter  of  Application 

3, 

Assignment 

Sheet 

#3^ 

-Appointment  by  Phone 

4, 

Assignment 

Sheet 

#4^ 

Job  Application  Form 

5. 

Assignment 

Sheet 

#5^ 

-Job  Interview 

6. 

Assignment 

Sheet 

#6^ 

-Interview  Questions 

7. 

Assignment 

Sheet 

#7^ 

-Employment  Test 

8. 

Assignment 

Sheet 

#8- 

-Private  Employment  Agi 

9. 

Assignment 

Sheet 

#9= 

-Follow-Up  Letter 

Answers 

to  assignment  sheets 

Test 

Answers 

to  test 
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References:  > 

A.     Mason,    Ralph    E.,    et    aL    Marketing   and   Distribution.    New  York: 
Gregg=McGraw=Hill  Book  Company,  1974. 

Richert,  Henry  G.,  et  ak  Retdiling  Principles  &  Pr^cticGs.  New  York; 
McGraw^Hil!  Book  Company,  19?4, 

0.     Can  /  G€it  the  Job?  Detroit:  General  Motors  Public  Relations  Staff,  1972, 

D.  Keeton,  Marsha.  Job  ApfjUc&tion  and  fnterview.  University  of  Kentucky: 
Vocational  Education  Curriculum  Development  Center  of  Kentucky,  1973, 

E.  Interviewing   Women   Candidates.   Washington,   D,C.:  U.S.  Civil  Service 
Commisr  on,  1 974. 

F,  Holladay,  Jeff,   "Campaigning  for=  a  Job,"  Sunday  Oklahonmn,  "OH)it 
Magazine,"  April  6,  1975,  pp,  8=11. 

G,  Your  y^ttitude  Is  Showing,  Austin,  Texas:  Instructional  Materials,  Division 
of  Extension,  University  of  Texas,  1972. 

Films: 

(NOTE:  Only  Oklahoma  teachers  may  order  films  and  filmstrips  from  the  State 
Department  of  Vocational  and  Technical  Education,  Curriculum  and  Instructional 
Materials  Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074. 
Out=of=state  teachers  may  purchase  and/or  rent  materials  from  the  addresses 
listed,) 

A,  "Applying  for  a  Job,"  Available  from  Encyclopedia  Britannica  Educational 
Corporation,  425  North  Michigan  Avenue,  Chicago,  Illinois  60611. 

B,  "Getting  a  Job  Is  a  Job."  Available  from  Dibie^Dash  Productions,  4949 
Hollywood  Boulevard,  Suite  217,  Hollywood,  California  90028. 

C,  "Your  Job:  Finding  the  Right  One/"  Available  from  Coronet  Films,  Coronet 
Building,  63  East  South  Water  Street,  Chicago,  Illinois  60601, 

D,  "Your  Job:  Applying  for  It."   Available  from  Coronet  Films,  Coronet 
building,  63  East  South  Water  Street,  Chicago,  Illinois  60601. 

Additional  materials: 

A,  Pamphlets 

L        "How  to  Got  and  Hold  the  Right  Job" 

2.        "How  to  Prepare  Yourself  for  Job  Interviews" 
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3,  "How  to  'Sell  Yourself  to  an  Employer" 

All  the  above  are  available  from  the  nearest  state  employment 
service  office, 

4.  "Appointment  with  Tomorrow,"  Available  from  Vaseco  Inc, 
2301  Classen  Boulevard,  P.O.  Box  60274,  Oklahoma  City, 
Oklahoma  73106. 

B.  Filmstrips 

"Job  Interviewing  Tips,"  Available  from  University  of  Minnesota; 
Audio  Visual  Education  Service;  2037  University  Avenue,  S.E,; 
Minneapolis,  Minnesota  55455, 

2.  "Your  Job  Application/'  Available  from  University  of  Minnesota; 
Audio  Visual  Education  Service;  2037  University  Avenue,  S,E,; 
Minneapolis,  Minnesota  55455, 

(NOTE:  Only  Oklahoma  teachers  may  order  the  above  filmstrips 
from  the  State  Department  of  Vocational  and  Technical 
Education,  Curriculum  and  Instructional  Materials  Center,  1515 
West  Sixth,  Stillwater,  Oklahoma  74074,  Out^of^stuiu  teachers 
may  purchase  and/or  rent  materials  from  the  addresses  listed,) 

"3.  "Preparing  for  an  interview."  Available  on  free  loan  from  the 
local  J.C.  Penny  Store. 

6  minutes.  This  color  filmstrip  and  record  present  information 
on  how  to  evaluate  personal  qualifications  for  a  job,  what  type 
of  questions  might  be  asked  at  an  interview,  and  appropriate  dress. 
Revised,  1974. 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


INFORMATION  SHEET 


Terms  aiid  clofinitions 

A.  Acjoncy  E^iabliKlKiianl  nncjngecl  in  cloinc]  i)usinoss  for  anolher  [iRrson 

B.  Classified  ad-Acivorlisinc]  ihui  is  t]roLiped  in  certain  sections  of  the  newspaper 
by  the  fjroduct  or  service  offered;  primarily  contains  copy 

C.  Blind  ad-  Adveriisintj  that  does  not  identify  the  advertiser;  applicant  is  asked 
to  send  a  letter  of  applicntion  to  ci  post  office  box  number  or  to  call  a 
corlain  number 

D.  Help  wanted  ad-Aclvertisement  tellinc)  what  kind  of  job  is  available  and 
what  the  required  cjualifications  are 

E.  Employment  wnnted  ad-Advertisement  f]laced  by  individual  seeking 
em[3loyment  and  tellincj  what  his/her  qualifications  are 

F.  Interview  Formal  consultation  usually  to  evaluaie  the  aptitude,  training, 
or  progress  of  a  student  or  prosfjective  emijloyee 

G.  Leciible-Capable  of  being  rend;  clear 

H.  Equal  op(5ortunity  employer=  Employer  who  is  making  a  special  effort  to 
assure  tliat  no  form  of  discrimination  is  practiced 

L      Emfiloyer- One  who  hires  another  for  compensation 

J,  Em[)lovee--One  employed  Ijy  another  usually  for  wages  or  salary  and  in 
a  position  l.ielovv  the  executive  level 

K.  PersoniiBl  management-Area  of  retailing  relating  to  the  selnciion,  training, 
[placement,  advancement,  and  welfare  of  all  employees 

L.     Employment  Activity  in  which  one  engages  or  is  emtiloyed;  work 

M,  Persorial  data  sheet-Summary  of  information  about  an  individual  that  would 
be  of  interest  to  a  [irospective  emnloyor;  may  also  iDe  referreci  to  as  a  resume 

N.  Application  form  Printed  form  on  which  the  job  afipncanl  records 
info*  Non  about  his  her  [)ersonnl  [Tistory,  job  ex[ierience,  education,  and 
re  fore:  i'a;S 
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INFORMATION  SHEET 

IL    Employment  agencies 

A.  Types  of  agencies 

1.  Private 

a.  Charges  a  placement  fee  for  services 

—    (NOTE:  Fee^paid  jobs  mean  employer  pays  placement  fee.) 

b.  Collects  fee  when  employment  is  secured 

c.  Requests  contract 

d.  Is  controlled  by  state  laws 

2.  Public 

a.  Does  not  charge  placement  fee  for  services 

b.  Is  supported  by  state  or  federal  government 

3.  School  placement  office 

B.  Services  of  both  public  and  private  agencies 


For 

employees 

\ 

a. 

Find  jobs  for  workers 

\ 

\ 

b. 

Provide  counseling 

\ 

c. 

Arrange  interviews 

d. 

Give  vocational  tests 

For 

employers 

a. 

Find  workers  for  jobs 

b. 

Arrange  interviews 

c. 

Match  applicants  to  jobs 

C.     School  placemenf  services 

1.  Offer  job  information 

2,  Offer  caroor  guidtincD  ihroucjh  counseiors 
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INFORMATION  SHEET 

Sources  of  job  information  and  how  a  person  uses  them  (Transparency 

A,  Friend  and  acquaintance 

1,  Tells  people  he  wants  a  job 

2,  Secures  half  the  jobs  thib  way 

B,  Business 

1.  Writes  letters  of  application 

2.  Applies  at  store  personnel  office 

3.  Phones  for  interview 

4-      Makes  out  application  form 

C,  Newspaper 

1.  Answers  classified  ads 

a.  Situations  wanted  columns 

b.  Help  wanted  ads  ■ 

c.  General  listings  by  employment  agencies 

d.  Blind  ads 

2.  Secures  information  about  special  courses 

D,  Former  employer 

1.  Asks  for  letter  of  recommendation 

2.  Asks  for  references  to  other  businessmen 
Employment  agency 

1 .  Requests  counseling 

2.  Takes  vocational  tests 

3.  Makes  out  application  forms 
F.     Window  sign 

1,  Watches  for  sign  in  store  window 

2.  Inciuires  about  the  job  opening 
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d.  Union 

1»        Visits  hiring  hall 

2.       Learns  about  apprenticeship  program 

i  V.    Items  which  applicant  may  need  to  prepare  when  applying  for  a  job  (Assignment 
Sheets  #1  -~  #9) 

^    p..  Personal  data  sheet 

B.  Letter  of  application 

C.  Application  form 

D.  Follow^up  letter 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


:>-^;.^^X,        -      ASSIGNIVIENT  SHEET  #1"PERS0NAU  DATA  SHEET 

J  . 

Prepare  a  personal  df  a  sheet  using  accurate  facts  about  yourself.  Use  the  information 
shown  below  and  the  sample  personaf  data  sheet  as  a  guide.  It  is  not  necassary  to  use 
the  exact  wording  and  outline  form  used  on  the  example,  but  It  is  necessary  that  your 
parsonal  dita  sheet  be  neat,  balanced,  and  contain  all  the  Information  which  might  help 
you  get  a  job.  Keep  a  current  copy  of  the  personat  data  sheet  in  your  file  and  use  it 
to  apply  for  jobs  as  a  distributive  education  student  and  when  you  griduate. 

.     1,       Required  information 

a.  Appropriate  heading 

Example:        Personal  Data  Sheet,  Resume,  Data  Sheet,  or  Personal  Data 

b.  Full  name 

c.  Complete  address  including  zip  code 

(NOTE:  If  you  will  soon  be  moving,  use  both  a  present  address  and  a 
permanent  address.  The  permanent  address  should  be  of  someone  who  will 
know  your  whereabouts,) 

d.  Telephone  number  including  area  code 

e.  Birthdate  or  age 

f.  IVlarital  status 

g.  Height  and  weight 

h.  Health 

(NOTE:  "Excellent/'  "Good,"  or  a  one  or  two^word  explanation  is  usually 
sufficient.  If  more  explanation  Is  needed,  use  an  asterisk, (*)  and  explain 
at  the  bottom  of  the  page  any  physical  limitations  which  would  hinder 
performance  on  the  job,)  . 

Social  security  number 

Educational  background 

(NOTE:  Place  most  recent  information  about  education,  work  experience, 
and  special  activities  first.) 
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•  ASSIGNMENT  SHEET  #1 

1)  Name  and  addresi  of  schools  attendid 

2)  Dates  attended 

3)  Degrees  (if  any) 

4)  Grade  point  average  or  class  ranking 

5)  Attendance  record 
Work  experience 

1)  Name  and  addreis  of  company 

2)  Length  of  time  worked 

3)  Brief  description  of  duties 

4)  Reason  for  leaving 
Special  activities 

1)  Membership  in  school,  community,  and  church  organizations 

2)  Offices  and  honors  received 

Special  skills,  interests,  and  leisure  time  activities 
Special  training  programs  in  school  and  business 
(NOTE:  DE  is  a  valuable  training  course  to  mention.) 
References,  by  permission,  to  whom  future  employers  might  refer 

(NOTE:  Three  references  are  usually  required  on  a  personpl^  data  sheet. 
Never  use  relatives  as  references.) 

1)  Teachers 

2)  Former  employers 

3)  Adult  friends 

4)  Community  leaders 
Small  photdgraph  (optional) 
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ASSIGNMENT  SHEET  #1 

q.     Other  information  (optional) 

(NOTE;  This  information  may  be  used  to  individualize  your  data  sheet 
from  others.  Communicate  something  that  will  help  the  reader  associate 
your  uniqueness  with  your  skills  and  abilitres.) 

1)  Philosophy 

2)  Values  in  certain  areas 

3)  Unique  situation 

Suggestions  for  preparation 

a.  Be  accurate 

b.  Be  honest 

c.  Be  brief 

{NOTE:  Personal  data  sheets  should  be  kept  to  one  page  if  possible.) 
Uses  . 

a,  ^ake  two  copies  to  Interview 

1)  Leave  one  with  interviewer 

2)  Use  one  as  reference  in  filling  out  applicatiori  form 

b.  Mail  one  with  letter  of  application 
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ASSIGNMENT  SHEET  #1 
SAMPLE  PERSONAL  DATA  SHEET 


Peiionalv.lnfortnation  . 

U^Nirni^ ■  J^^^  Jobgatter 

p;^bdress:   :      B30  Myplace 
:  Hometown,  Oklahoma  74074 


Photograph 
(If  you  desire) 


Birthdate:.   .  July  2,  1957 
.Telephone:      (405)  377^2000 
Marital  Status:  Single 


Birthplace:      Youngtown,  Oklahoma 
Height:  5'3" 
Weight:    12a  lbs 
Health:  Excellent 


Education 


College: 


Name  of  School 

Munrow  Junior  College 
Nextown,  OK  73044 


Datji  Degree 
1976-1978  AssoGiate 


Major 

Middle  mgmt. 


Grade  point  average  3,5 

{Fifty  percent  of  expenses  earned  through  part-time  employment,  loans, 
and  icholarshlps,) 


High  School: 


Rahrah  High  School 


1972-19:6 


^  Grade  point  average:  3.0 

Work  experience 


Employer 


KYZ  Department 

Store 
123  Broadway 
Nexttown,  OK 
73044 

Fancy  Dress  Shop 
456  Main  Street 
Hometown,  QK 
74074 


Position 


Salesperson 


From 


1976 


To 


1978 


Salesperson 


1975 


1976 


Duties 


Selling 
Buying 
Stocking 


Selling 
Display 
Record- 
keeping 


Related  Courses: 

Di'2  semesters 
Eng,-6  semesters 
Math-2  semesters 


Reasons  for 
Leaving 

Part-time  and 
summer  while 
attending 
college 


Part-time  and 
summer  while 
attending 
high  school 
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Special^  ^tlvi  ties 

High  school: 

Senior  class  president 
DECA  secretary 

Member  of  National  Honor  Society,  Pap  Club 

^.^.^CoJlegei 

Delta  Epsilon  Chi  Alpha  (business/professional) 
Wentz  Scholarship  recipient 

Other: 

Red  Cross  Drive  Chairperson 

jSlorthside  Methodist  Church  choir  leader 


"^Hobbles  and  Interests, 

*  Painting,  swimming,  and  teamwork  activities 

ReferanjfS  — 

Mr.  D.  E,  Applesauce,  OE  Teacher  Coordinator 
Hometown  High  School 
Hometown,  Oklahoma  74074 

Mrs.  Sally  Supervisor,  Manager 
XYZ  Department  Store 
Nexttown,  Oklahoma  73044 

Harvey  Halo,  Manager 
Northsida  Bible  and  Book  Store 
987  Genesis  Lane 
Hometown,  Oklahoma  74074 


(NOTE:  This  personal  data  sheet  containi  information  which  a  person  might  add  after 
further  education  and/or  work  eKperience.  A  high  school  student  would  omit  the  "college" 
section,) 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


ASSIGNMENT  SHEET  #2-LETtER  OF  APPLICATION 

Cut  a  help  wanted  ad  for  a  job  in  marketing  from  the  classified  ad  section  of  the  local 
paper.  Write  a  letter  of  application  for  the  job  using  the  following  information  and  good 
sample  letter  as  a  guide. 

1,  Form  and  appearance 

a.  Type  or  write  neatly 

b.  Write  on  only  one  side  of  paper 

c.  Avoid  smudges  and  typographical  errors 

d.  Use  8  1/2x11  white  typing  paper,  not  personal  or  fancy  paper 

e.  Spell,  capitalize,  and  punctuate  correctly 

f.  Address  and  sign  correctly 

2.  Information 

a.  Write  to  a  specific  person 

(NOTE:  Use  "To  Whofri  It  May  Concern"  if  answering  a  blind  ad.) 

b.  Be  brief 

1)  State  the  position  you  are  applying  for 

2)  Avoid  details 

c.  State  reason  for  interest  in  job 

(NOTE:  Employers  want  persons  who  look  for  future  advancement 
opportunities  rather  than  just  a  paycheckj 

d.  Refer  briefly  to  the  main  points  on  the  enclosed  personal  data  sheet 

e.  Mention  that  persons  listed  on  the  personal  data  sheet  have  given  their 
permission  to  serve  as  references 

f.  Request  interview  at  employer's  convenience 

1)  Tell  where  you  can  be  reached 

2)  Enclose  self-addressed  envelope  and  personar  data  sheet 
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3.  Be  original  in  your  approach 

a.  Attract  attention  in  opening  paragraph 
Example: 

Dear  Mr.  Money; 

Have  you  ever  wished  you  had  an  assistant  who  has  experience  in  sales, 
display,  advertising,  and  supervising  other  people?  I  might  be  the  one. 

Dear  Ms,  Owner: 

Mr.  Coworker  informed  me  that  you  are  in  need  of  a  person  who  can 
handle  the  stockroom  duties  for  your  store.  I  believe  that  my  experience 
and  training  has  taught  me  how  to  handle  receiving,  pricing,  and  marking 
duties  efficiently  and  accurately. 

b,  Db  not  be  "silly"  or  "flowery'' 

4.  End  the  letter  -properly 

(NOTE:  "Sincerely  yours"  or  "Very  truly  yours"  is  appropriate.) 

5.  Use  your  permanent  address  for  the  return  address  and  make  sure  to  include 
the  current  date 

6.  Cover  all  the  points  requested  in  the  advertisement  in  exactly  the  order  asked 
for,  since'  some  prospective  employers  make  it  a  point  of  testing  the  applicant's 
ability  to  follow  directions 

7.  What  are  examples  of  poor  form  in  the  first  application  letter  from  Cindy  Jones? 
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I/O  ^m(!i]SAmA^  . 

lo/  15  [15 


Go. 


yr^JiiUL.  ^  ^M^t^*^  ./inA^Kw>  ^u^n^j  dAty^ 


ERIC 
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^         SAMPLE  LETTER  OF  APPLICATION 

"  110  Lemon  Avenue 

.       Somewhire,  Oklahoma  74074 
V=  June  15,  1976 


^Ife^S^rMrf^^       Doe,  Manager 
|g||i||XYZ  Drug  Company 
|grV:(||ij^  Oklahoma  74074 


^5^^^j{pear -Mr.  Doe:         .  . 

^^fif'-    Please  consider  this  letter  an  application  for  the  position  of  salesperion  with  the 
Drug  Store.  itH^ri'' 

In  June  r  graduated  from  Somewhere  High  School,  where  I  completed  two  years 
%f  distributive  education.  A  record  of  my  high  school  courses,  grades,  and  previous  worb' 
experience  is  included  on  the  attached  data  sheet, 

■  ■  .         :         :  - 

-  While  enrolled  in  the  distributive  education  progr 

Mr.  John  Smith  of  the  Family  Drug  Company  here  In  Somewhere.  Mr.  Smith  has  given 
irv       me  permission  to  list  his  name  as  a  reference. 


I  enjoyed  my  work  experience  with  Family  Drug  Store  and  should  like  to  continue 
„,  this  line  of  work.  I  would  appreciate  the  opportunity  to  come  In  and  talk ^  o^^ 
matter  with  you  at  your  convenience,  I  may  be  reached  at  the  above  address  or  by 
telephone  .at  377-2000.  = 


'    '      '  sincerely  yours. 


-Enclosure 


Cynthia  Jones 
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UNIT  I 

ASSIGNMENT  SHEET  #3-APPOI NTMENT  BY  PHONE 

Making  an  appointment  by  phone  does  two  things.  First,  it  shows  that  you  are  interested 
in  saving  the  employer's  time=  Second,  it  shows  that  you  are  thoughtful  for  asking  what 
would  be  the  best  time  for  you  to  see  the  employer. 

1.  Steps  In  making  an  appointment  by  phone 

a.  Plan  what  you  are  going  to  say  before  you  call 

b.  State  your  name  and  reason  for  calling 

Example:  "Hello,  this  is  Judith  Jamison  and  Tm  calling  about  your 
ad  in  last  night's  paper  for  a  salesperson.  May  I  have  an 
appointment  for  an  interview?" 

c.  Ask  when  would  be  the  best  time  for  you  to  come  in 

d.  Record  the  day,  time,  and  place  of  the  interview 

e.  Thank  the  receptionist  for  her  help 

2.  Things  to  remember  when  calling  for  an  appointment 

a.  Keep  the  receptionist  on  your  side;  she  is  there  to  help  you 
(NOTE:  The  receptionist  is  sometimes  asked  to  evaluate  the  applicant,) 

b.  Do  not  ask  over  the  phone  how  much  the  job  pays 

c.  Be  polite  and  courteous 

(NOTE:  Remember  that  this  call  is  the  first  contact  you  may  have  had 
With  the  firm.  Make  that  first  impression  a  good  one.) 

3.  Role  play  a  situation  where  you  make  an  appointment  by  phone  using  the 
checklist  on  the  following  page 
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a,     Was  prepared  before  calling 

YES 

NO 

b.     Did  not  have  to  stammer  to  find 
the  right  words 

c.     Identified  himself/herself  immediately 

d.     Stated  reaioni  for  calling  immediately 

e,     Asked  the  best  time  for  an  appointment 
with  the  employer 

f.     Was  courteoui  and  friendly 

g.     Thanked  the  receptionist 

h.     Made  record  of  the  interview  date, 
hour,  and  place 
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ASSIGNMENT  SHEET  #4-.J0B  APPLICATION  FORM 

Complete  the  following  application  form  using  the  guidelines  below.  Use  information 
corresponding  to  the  classified  ad  and  to  your  letter  of  application.  Use  information  about 
yourself  from  your  personal  data  sheet. 

(NOTE!  Although  each  busir^ess  uses  its  own  form,  general  rules  of  preparation  apply 
to  any  form.) 

1.  Be  prepared 

a.  Take  pen  and  pencil  with  you 

b.  Take  copies  of  personal  data  sheet  (resume) 

2.  Lool<  over  entire  form  before  starting  to  write;  do  not  hurry 

3.  Follow  directions 

a.  Note  whether  information  is  to  be  printed  or  handwritten 

b.  Garry  out  all  directions 

4.  Write  clearly,  neatly,  and  legibly 
5-       Answer  briefly 

.  6.       Be  honest 

7.  Answer  all  questions 

(NOTE:  If  questions  do  not  apply  to  you,  write  "Not  Applicable"  or  "N/A" 
in  the  space  to  show  that  you  did  not  overlook  the  question.) 

8.  Include  complete  information;  use  personal  data  sheet 

9.  Recheck  application  when  finished 

10.  Avoid  cross-outs  and  obvious  erasure  marks 

11.  Do  not  list  any  restrictions  to  the  geographic  area  in  which  you  would  work 
unless  you  would  absolutely  not  consider  other  geographic  areas 

12.  Use  the  word  "open"  for  questions  about  minimum  salary  since  most  emnloyers 
pay  standardized  rates  and  will  not  negotiate  on  this 
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Poiition  Requeited 
i^acond  choice  ^ 


Full  Time  ____  Part  Time           .  Hours 
Sajary  ixpecttd  


If  selfcted  when  would  you  be  available  for  work?  _____ 

Yeu  are  not  rflqyired  to  give  any  mformatlon  on  this  form  if  such  is  prohlbitsd  by  law. 


RiFiRENCES  {Do  not  usa  ratatives  or  formtr  empioyars) 

Name  Address 

1,  

2.  _______„__„__  


Occupation 


EMPLOYMiNT  HISTORY  (Start  with  M^^-Re^nt  imploymint) 


NAM!  and  ADDRESS 

TIME  EMPLOYED 

POSITION 

SALARY 

SUPERVISOR 

FROM 

TO  . 

START 

LiAVING 

(1) 

Phone  No, 

REASON  FOR  LEAVING 

(2) 

Phgna  No, 

REASON  FOR  LEAVING 

(3) 

Phone  No. 

REASON  FOR  LiAVING 

(4) 

Phone  No, 

RiASON  FOR  LEAVING 

Date 

19 

Signature 

DO  NOT  WRITE  BELOW  THIS  LINE 

jnterviewid  by: 

Date 

Remarki 

Appearance: 


Attitude: 


Stability: 
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SAMPLE  JOB  APPLICATION  FORM 


ERIC 


Employment  Appncation 


PERSC  \L  DATA 
Name 


Adclfess 


Soc.  Sec,  No. 
City  


Date  of  Birth 


State 


How  long  at  the  above  addreis/ 

Last  Previous  Address   

Height   Weight  ____ 


Phone  No, 


City 


State 


Moiden  Name 


Husband/VVife'i  Name 


Where  employed? 


Huiband/Wife's  Occupation   

How  long?   No,  of  Dependents  Children's  Ages 


Reiationship  of  others  

How  long  have  you  lived  in  this  state?   

Who  should  be  notified  in  case  of  emergency?  Name  _ 

Relationship   Address 

City  

Do  you  own  a  car?  . 


Smgle 


Married 


City 


n  I  3 

O  > 

^  S  f 

^  m  ^ 

5 


State 


Phone  No, 


Do  you  own  a  health  card? 


Any  felony  conviciions?  If  '"yes"  explain 
Have  you  ever  been  bonded?  _ 


Have  you  ever  been  refused  bond? 


HiALTH 

What  is  the  present  condition  of  your  health? 
List  any  illnesses  in  the  past  year  


Date  last  physical 


30 

3 

m 

m 

m 

S 

> 

O 

fn 

Z 

Do  you  have  any  physical  defects? 


Explain 


iVliLiTARY  SiRViCi 

Yes   No  Branch 

Rating  upon  discharge  ______ 


Dates:  From 


To 


Medical 


Type  of  Discharge:  Honorable 
Are  you  a  member  of  the  National  Guard?  _______ 

(s  yearly  active  duty  required?  How  long? 
What  is  your  present  draft  status?  


Other 


Reserve 


Active 


Approximately  when? 


fDUCATION  (CIRCLE  LAST  YEAR  COMPLETED) 


NAME 

HIGHEST  YEAR  COMPLETED 

FROM 

TO 

MAJOR  SUBJECTS 

GRAMMAR 

SCHOOL 

12     3    4    5    6     7  8 

HIGH  SCHOOL 

9           10           11  12 

COLLEGE 

1       2       3       4       5  6 

How  long?  . 

OTHER 

How  long? 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 

ASSIGNMENT  SHEET  #5-J0B  INTERVIEW 

Now  that  you  are  prepared  for  an  Interview,  team  up  with  another  student  in  class.  Assume 
the  roles  of  interviewer  and  applicant  and  then  switch  so  each  of  you  gets  to  play  both 
roles.  Apply  for  the  job  you  now  have  or  for  the  one  for  which  you  wrote  the  letter 
of  application.  Let  your  other  classmates  evaluaie  your  performance  using  the  DECA  Job 
Interview  Evaluation  Form.  Video  tape  the  practice  sessions  if  possible.  The  followmg 
information  and  example  may  be  used  as  a  guideline. 

1,       Prepare  for  the  interview 

a.  Look  nice 

1)  Be  clean 

2)  Be  well-groomed;  neat 

3)  Wear  appropriate  clothes  and  shoes  for  the  type  of  Job 

MNOTE:  If  uncertain  about  what  would  be  appropriate  clothes, 
it  is  better  to  dress-up  rather  than  running  the  risk  of  dressing 
too  casual  or  unbusinesslike*) 

4)  Take  an  Ink  pen  and  personal  data  sheet  with  the  information 
you  may  need  about  social  security  number,  references'  addresses, 
dates  employed,  and  dates  attended  school 

b.  Go  alone;  do  not  take  parents  or  friend? 

c.  Do  not  be  late;  allow  enough  time 

d.  Find  out  facts  about  the  interviewer 

1)  Name 

2)  Title 

e.  Know  facts  about  the  company 

1)  Name 

2)  Kind  of  husinuss 

3)  Products  and  services 

4)  Reasons  you  want  to  work  there 
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5)       How  old  the  company  is  and  where  the  plants,  of  ^cm,  or  stores 
are  located 

2.  Meet  the  receptionist  ^^  '^ 
a*  Smile 

b»     Introduce  yourself 

c.  State  that  you  have  an  appointment 

d.  Follow  her  instructions 

e.  Wait  patiently 

3.  Participate  in  the  interview 

a.  Smile 

b.  Listen 

c.  Enter  with  poise 

d.  Greet  the  interviewer  by  name 

e.  Shake  hands  firmly 

f.  Introduce  yourself 

g.  State  purpose  of  call 

h.  Be  seated  only  at  interviewers  invitation 

(NOTE:  Ladies  should  be  cautious  to  dress  modestly  and  sit  properly.) 

i.  Do  not  show  signs  of  nervousness 

(NOTE:  If  you  do  not  know  where  to  put  your  hands,  leave  them  on 
your  lap  and  keep  them  still,) 

j\      Do  not  place  personal  things  on  interviewers  desk 

Do  not  smoke  or  chew  gum 
L      Look  alert;  look  interested  and  enthusiastic 

(NOTE:  Sit  slightly  forward  in  the  chair  to  give  an  alert  appearancej 
m.    Be  confident 
n.     Be  courteous 
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(NOTE:  Words  such  as  Mn,  Mrs.,  Miss,  Ms.,  p/eoso,  thank  you,  and  sir  never 
go  out  of  style.) 

o.     Answer  questions  clearly;  do  not  interrupt 

Anticipate  questions  that  might  be  asked  and  volunteer  proper  information 

1)  Avoid  just  giving  all  yes  and  no  answers 

2)  Avoid  criticisms  of  former  employers  or  competitors 

3)  Do  not  talk  about  personal  problems 

(NOTE:  The  interviewer  must  be  interested  more  in  what  you 
can  contribute  to  the  business  than  what  the  busihess  can  do 
for  you.  Do  not  use  a  sob  story  about  how  desperate  you  are 
for  a  job.) 

4)  Show  copies  of  your  work  if  applicable 

5)  State  that  you  are  willing  to  start  at  the  beginning  salary 

6)  Find  a  true,  positive  statement  concerning  your  reasons  for  leaving 
previous  jobs,  even  if  you  were  fired 

Examples:       "I  was  laid  off,  but  I  learned  from  my  mistakes." 

"!  left  because  they  did  not  need  as  many 
employees  during  the  slow  season," 

"The  employer  needed  her  daughter  to  work  for 
awhile." 


7)  Try  to  mention  your  best  qualities  in  relation  to  something 
concrete 

Example:  "I  earned  75  percent  of  my  expenses  while  going 
to  school"  is  better  than  "I  am  a  hard  worker  and 
want  to  get  ahead." 

8)  Give  the  lead  back  to  the  interviewer  if  you  find  yourself  talking 
too  long  by  saying  "Perhaps  you  have  some  other  qaestions  to 
ask  me?" 

9)  Be  prepared  for  personal  cjuestions  about  your  home  life  and 
parents'  occupations 

10)  Avoid  questions  concerning  f3olitics  or  econornics 

11)  Answer  ciuesiions  about  cnrmr  otijuctivos  using  specific  terms 
about  wluit  yoLi  wnulcl  like  to  do  in  the  near  future  in  that 
particular  field  without  limiting  your  op|3ortunities 
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E5<ample:  A  position  in  sales  or  training  program  that  will 
eventually  lead  to  a  marketing  or  management 
position.  No  locational  preference 

q.     Look  directly  at  interviewer 
r.     Speak  in  clear,  moderate  tones 
s.     Use  correct  English 

(NOTE:  Avoid  swearing  or  using  slang  termsj 
t_.     Show .  interest  in  the  company;  ask  questions 
u.     Sell  yourself 

(NOTE;  Never  refer  to  yourself  as  just  average  or  fair.  Always  look  for 
a  positive  response.) 

I, 

V.     Do  not  get  flustered 

w.    Give  the  interviewer  the  opportunity  to  mention  salary  and  fringe  benefits 

X.     Remind  the  interviewer  of  the  conversation  topic  If  he/she  Is  interrupted 
by  a  telephone  call 

y.     Act  enthusiastic 

Close  the  interview 

a.  Watch  for  the  signs  that  the  interview  is  over,  such  as  the  interviewer 
shuffling  papers  and  moving  around  in  his/her  chair 

b.  Ask  ''May  I  say  one  thing  more?"  or  "Would  you  be  interested  in  .  , 

if  the  interview  seems  to  be  ending  before  all  important  selling  points  have 
been  made 

c.  Thank  interviewer  for  his/her  time 

d.  Leave  promptly  - 

e.  Learn  from  every  situation  even  if  the  interviewer  does  not  offer  the  position 

Follow  up  interview-Write  thank  you  letter,  call,  or  visit  again  to  express  interest 
in  the  job  and  appreciation  for  the  opportunity  to  interview 

Example  of  a  job  interview 

(NOTE:  Two  students  may  rehearse  this  script  and  read  it  in  front  of  the  class 
to  show  how  an  interview  might  be  conducted,) 
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A  -  Applicant 
I  =  Interviewer 

A  (Enters  room,  pauses,  smiles,  and  approaches  Mr.  Boss  with  his  hand 
extended  to  shake  hands.)  Hello,  Mr.  Boss.  I'm  Joe  Hunter  and  am  applying 
for  the  job  which  you  advertised  In  Friday's  Dai/y  Blunder. 

I      Hello,  Mr.  Hunter.  Won't  you  have  a  seat? 

A  Thank  you,  sir.  I  have  a  personal  data  sheet  which  may  be  helpful  to  you. 
(Hands  Mr,  Boss  the  personal  data  sheet  and  sits  down,) 

I      This  Is  a  Very  well  prepared  data  sheet.  Well,  Joe,  tell  me  about  yourself. 

A  I'm  a  Junior  at  Podunk  High  School  where  I'm  enrolled  in  distributive 
education,  which  is  a  vocational  training  program  in  marketing  and 
distribution.  I'm  interested  in  working  in  a  business  like  yours  while  going 
to  school  and  when  I  graduate.  My  older  brother  works  in  a  similar  business 
in  Big  City,  and  I  think  there  are  a  lot  of  future  opporturiities  in  this 
field. 

I  Joe,  have  you  had  any  work  experience  or  are  you  currently  working 
anywhere? 

A  Yes,  sir.  I  am  working  as  a  courtesy  clerk  for  Marty's  Meat  Market.  I  am 
responsible  for  keeping  the  checkout  area  clean  and  welhstocked  with  sacks 
as  well  as  carrying  groceries  for  the  customers.  I  have  also  done  odd  Jobs 
for  my  relatives  and  neighbors. 

I      What  do  you  think  you  have  learned  from  your  job  at  the  meat  market? 

A  Probably  the  most  important  thing  I  have  learned  is  how  to  deal  with 
customers. 

I      What  kind  of  person  is  your  employer  and  how  do  you  get  along? 

s 

A  My  employer  has  several  good  qualities.  He  offers  very  good  service  to  the 
customers,  and  we  get  along  well. 

I      Why  do  you  want  to  leave? 

A  I  feel  there  would  be  more  opportunity  for  me  to  develop  the  skills 
necessary  to  reach  my  occupational  objective  in  a  business  such  as  yours. 

I      How  did  you  ge'  the  job  at  the  meat  market? 

A  A  friend  of  mine  who  used  to  work  there  recommended  me  as  his 
replacement 
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I      When  would  you  be  able  to  start  and  what  hours  could  you  work? 

A  I  could  start  work  as  soon  as  I  give  my  present  employer  two  weeks  notice, 
I  will  be  able  to  work  from  2:30  to  5:30  on  weekdayi  and  all  day  on 
weekends  and  holidays. 

I      In  which  school  activities  are  you  involved  this  year? 

A  I  am  a  rnember  of  the  student  CQunci!,  glee  club^  and  DECA*  I  should 
know  about  any  trips  with  these  groups  early  enough  to  make  arrangements 
with  you  and  another  employee  so  there  will  be  no  problems  with  missing 
work. 

I      Do  you  have  any  financial  obllgationSi  such  as  a  car  payment? 
A     No,  sir, 

I  Have  you  ever  had  any  difficulty  with  the  police  other  than  a  traffic 
violation? 

A     No,  sir. 

I      How  much  do  you  expect  to  earn? 

A  I  understand  from  some  of  the  other  employees  that  a  person  may  begin 
at  the  minimum  wage  and  advance  with  time  and  experience, 

I      That's  right.  Here  is  a  brochure  explaining  our  pay  scale  and  other  benefits, 

A     Thank  you. 

I      Thank  you  for  talking  to  us.  We  will  let  you  know  about  the  job  soon. 

A  (Stands)  Thank  you  for  your  time,  Mr.  Boss.  Have  a  good  day.  (Shakes 
hands  and  leaves.) 
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JOB  APPiJCATION  AND  INTERVIEW 
UNIT  I 

ASSIGNMENT  SHEET  #6^^IN  rERVlEW  QUESTIONS 

The  follovving  are  some  additirjnal  questions  which  might  be  asked  when  applying  for 
various  jobs.  Use  them  as  you  practice  job  interviews  and  keep  the  assignment  sheet  to 
review  before  going  on  any  actual  interviews. 

How  would  you  answer  the  following  questions?  Why  do  you  think  each  question  might 
be  asked? 

1.  Where  do  you  go  to  school?  When  will  you  graduate? 

2.  Do  you  earn  any  of  your  own  expense  money  while  you  are  in  school? 

3.  Why  did  you  leave  your  previous  jobs? 

4.  What  did  you  like  best  and  what  did  you  like  least  about  your  classes? 
(NOTE:  This  could  be  teachers,  jobs,  or  employers.) 

5.  What  books  have  you  read  lately?  What  are  your  favorite  magazines? 

6.  Are  you  in  good  health? 

7.  What  do  you  expect  to  be  ttoirig  five  or  ten  years  from  now?  What  is  your 
cho^n  field  of  work? 

8.  At  what  salary  do  you  expect  to  sta*t^ 

9.  How  would  you  rate  your  traininc  for  this  Sob?  Very  goodf.falr? 

10.  What  are  some  of  your  specia:  a-vlitie:;?  What  skills  do  you  possess?  What 
machines  can  you  operate? 

11.  What  personal  uharacteristlcs  do  you  think  ^re  needed  to  succeed  in  your 
vocation? 

12.  In  what  area  do  you  need  the  most  improvemen*:? 

13.  Do  you  like  to  work  with  other  people  or  do  you  work  best  alone? 

14.  Do  you  have  any  questions  you  want  to  ask  us? 

15.  /  .Do  you  think  your  extra  curricular  activities  were  wcr':h  the  time  you  devoted 

to  them? 

16.  How  could  you  contribute  to  our  organization?  Why  should  we  hire  you? 

17.  Tell  us  about  your  family  and  any  plans  for  marriage  or  further  education. 
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ASSIGNMENT  SHEET  #6 

18.  What  other  jobs  have  you  applied  for? 

19.  Do  you  have  any  military  obligations  to  fulfill? 

20.  Give  us  an  example  .of  a  project  you  finlihed  under  pressure. 

21.  May  v*/e  write  or  call  your  last  employer? 

22.  How  many  people  have  you  supervised  at  work  or  through  organizations  of  which 
you  are  a  member? 

23.  How  ^do  you  feel  about  the  progress  you  have  made  salary-wise? 

24.  Are  you  living  with  your  parents? 

25.  Would  you  be  able  to  work  all  day  Saturday  and  Sunday? 

26.  If  you  could  start  school  (or  work)  over  again  what  would  you  do  differently? 

27.  Have  you  done  the  best  school  work  of  which  you  are  capable? 

28.  What  is  your  school  attendance  record? 

29.  Have  you  ever  taken  drugs? 

30.  Have  you  ever  stolen  anything? 

31.  Do  you  belong  to  a  church? 

32.  Do  you  belong  to  a  civic  organization? 

33.  Do  you  require  attention?  Does  criticism  disturb  you? 

(NOTE:  This  is  usually  asked  in  a  more  subtle  and  Indirect  way.) 

34.  What  motivates  you? 

35.  Would  you  be  willing  to  relocate? 

36.  What  size  city  do  you  prefer? 

37.  Have  you  saved  any  money? 

38.  Define  cooperation. 

39.  What  job  with  our  company  would  you  choose  if  you  were  entirely  free  to 
do  so? 

40.  How  do  feel  about  working  overtime? 

Remember:     You  never  get  a  second  chance  to  make  a  good  first  impression! 
Getting  a  job  is  a  job! 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


ASSIGNMENT  SHEET  #7"EMPL0YMENT  TEST 


Many  different  kinds  of  tests  may  be  given  during  an  application.  Usually  the  tests  given 
relate  to  the  type  of  work  for  which  one  is  applying.  There  is  usually  a  time  limit  for 
the  test.  Do  not  waste  time  trying  to  find  trick  questions  or  a  pattern  to  the  answers 
as  there  are  none,  Some  areas  of  testing  are  aptitude,  math,  comprehension,  spelling,  and 
following  directions. 

Complete  the  sample  portion  of  the  employment  test  below.  If  you  are  unable  to  figure 
one  out,  go  on  to  the  others  and  come  back  to  It  later. 

1,       If  Wednesday  comes  before  Tuesday,  make  two  crosses  here         but  if 
not,  make  a  circle  here  . 


2.  Circle  the  number  that  does  not  complete  the  regular  sequence  of  these 
numbers. 

7       12     8      13      7      14      10      15      11      16      12  17 

3.  If  Alice  Is  younger  than  Grace,  and  Mary  Is  younger  than  Alice,  is  Grace 
older  than  Mary?  __________ 

4.  Complete  each  problem  to  make  it  true, 

a)  Eight  is  equal  to  twice  (  ). 

b)  (       )  is  equal  to  ten. 

B.       5  +  4-8 
3  +  5*9 

If  this  problem  Is  correct  do  nothing,  but  if  the  first  problem  is  wrong, 
underline  the  second. 

6.       If  January  17  falls  on  Tuesday,  what  day  does  January  1  fall  on? 


7,       A  man  having  $10.00  spent  $2.45  for  tools  and  50.12  for  bus  fare.  How 
much  did  he  have  left?  _____ 


8,  If  3  1/3  bushels  cost  $25.00,  what  will  10  bushels  cost?  • 

9,  Count  the  number  of  letters  In  the  alphabet  between  and  including  H 
^nd  T  and  write  the  number  here.  _ 

10,       Write  on  the  lines  the  numbers  that  follow  in  regular  order. 

a.  7       14       21        28       35   _____ 

b.  360    180      90       45       22  1/2   
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JOB  APPLICATION  AND  INTERVIEW 

0mim^m :\        ■  UNIT  I 


^JuImENT  sheet  #8..PR.VATE  E..PLOYMENT  AGENCY  MATH  " 


23  hours  per  week  for  four  weiks. 


2.  a. 


fee  be  for  a  job  which  paid  $450  per  month? 


HOW  much  would  each  installment  payment  be  If  the  naw  employee  pays 
the  fee  himself/herself  in  two  equal  payments. 


If  the  new 
installment  payment  be? 


Splovee  is  paid  twice  a  month,  how  muci,  would  each 


„  the  new  employee  is  paid  weekly,  how  much  would  each  installment 

paymint  be? 
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ASSIGNMENT  SHEET:#8 


SAMPLE  iMPLOYMf NT  CONTRACT 


ABC  iMPLOYMiNT  AQiNCY 


'ery  Important 
is  not  clear  to 


^«!,^j„..,.h„  i,  „v  position  i,    ™ » ,  ..o„  o,  £XZ>^:s^,-:r'L'z'^,L''s^r^"^ 


.15%  of  1st  full  mD. 

20%  of  1st  full  mo, 

30%  of  1st  full  mo. 

.40%  of  1st  full  mo, 

46%  of  1st  full  mo. 


gross  pay 
gross  pay 
gross  pay 
gross  pay 

fli'o^s  pay  if  pay  is  S275.Q0  ^  $499  99 
$50a00  and  above  -  parcentage  of  annual  income  -  to  be 
agreed  upon  by  both  parties 


if  pay  Is  79.99  or  less 

if  payjs  $80.00^  siiejg 

If  pay  is  $120.00  -  $149.99 
pay  Is  SISO^OO  ^  $274.99 


if 


(This  fee  schedule  Is  established  by  state  law.) 

_l  will  pay  the  fee  In  full  within  10  days  of  accepting  the  Job. 

_l  will  pay  in  two  (2)  equal  installments  If  I  am  paid  monthly, 

^1  will  pay  in  three  (3)  equal  installments  If  I  am  paid  twiae  a  month. 

_l  will  pay  in  six  (6)  equal  installments  if  I  am  paid  weekly. 


In  the  event  this  placement  fee  is  not  paid  in  accordance  with  the  above  I  further  aaree  to  na^ 


signature 


Date 


ERIC 


136 


DE  II  ■  41-8 


>    :  JOB  APPLICATION  AND  INTERVIEW 

pit^.  ,  UNIT  I 


ASSIGNMENT  SHEET  #9^^F0LL0W^UP  LETTER 


It  is  somstimes  helpful  to  return  to  a  business  and  check  again  on  possible  job  openings. 
I&I'^OKtW^^  done  about  a  week  after  the  first  interview.  This  short  casual  visit  accomplishes 

^"■^""Atvvb  th^  helps  the  mterviewer  remember  you,  and  it  shows  that  you  have  a  sincere 

interest  In  working  for  that  company. 

However,  it  is  not  always  possible  to  have  this  type  of  Informal  atmosphere  when  applying 
for  a  jobT^  Jrf^whlch  case,  it  Is  always  proper  to  send  a  fc  Mow-up  letter. 

1,  Write  a  follow-up  letter  thanking  the  employer  for  the  interview 

(NOTE:  Use  any  form  you  wish  or  follow  the  format  of  the  sample  follow-up 
letter  on  the  next  page.) 

2,  Make  sure  your  letter  meets  the  following  standards 

a.  Typed  perfectly 

b.  Clean,  neat,  and  attractively  arranged  on  the  paper 

c.  Free  from  spelling,  punctuation,  and  grammatical  errors 
d/  Sent  within  a  day  or  two  after  the  interview 

3,  Include  the  following  points  in  your  follow-up  letter 

a.  An  expression  of  appreciation  for  interviewer's  time  and  interest 

b.  A  summary  of  your  qualifications  and  interest  In  the  position 

c.  Your  name,  address,  and  phone  number  (to  make  it  eaiier  for  your  employer 
to  contact  you) 

4,  Make  this  last  bid  for  the  job  a  prime  example  of  your  excellent  work  habits 
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ASSIGNMENTSHEET#9 
SAMPLE  FOLLOW^UP  LETTER 


820  North  Monroe 
Stillwater,  Oklahoma  74074 
September  1,  1976 


Mr,  John  Jones 
Personnel  Manager 
John's  Department  Store 
407  Main  Street 
Stillwater,  Oklahoma  74074 

Dear  Mr.  Jones: 

Thank  you  for  inten/iewing  me  for  the  salesperion  position  in  your  store.  I  feel  that 
working  for  John's  Department  Store  would  be  enjoyable  and  that  I  could  do  the  selling 
and  inventory  work  which  the  position  requires.  I  hope  that  I  will  have  the  opportunity 
to  prove  my  worth. 

The  application  form  you  gave  me  Is  enclosed. 

I  will  be  available  for  work  September  5.  You  may  call  me  at  my  home  after  3:30.  The 
number  is  377-3307. 


Sincerely  yours, 

Miss  Judith  Jamison 
Enclosure  , 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


ANSWERS  TO  ASSIGNMENT  SHEETS 

Assignment  Sheet  #7 

1.  Circle 

2.  7 

3.  Yes 

4.  a.  4 
b.  5 

5.  Underline  second 

6.  Sunday 

7.  S7.43 
B.  $75.00 
9.  13 

10.       a.     42,  49 

b.     11  1/4,  5  5/8 
Assignment  Sheet  #8 

1 .  S73.60 

2.  a,  S202.50 

b.  Two  payments  of  SI 01 .25  each 

c.  Three  payments  of  $67.50  each 

d.  Six  payments  of  S33.75  each 
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JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 


TiST 


Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


a.  Area  of  retailing  relating  to  the  selection,        1 .  Employment 
training,  placement,  advancement,  and 

welfare  of  all  employees  2.  Agency 

b.  Employer  who  is  making  a  special  effort        3,  Blind  ad 
to  assure  that  no  form  of  discrimination 

is  practiced  4.  Help  wanted 

ad 

c.  Advertisement  telling  what  kind  of  job 

is    available   and   what   the   required        5^  Interview 
qualifications  are 

6.  Equal 

d.  Establishment  engaged  In  doing  business  opportunity 
for  another  person  employer 

e.  Formal  consultation  usually  to  evaluate        j  Employee 
the  aptitude,  training,  or  progress  of  a 

student  or  prospective  employee  Personnel 

management 

f.  One  employed  by  another  usually  for 

wages  or  salary  and  in  a  position  below        g.  Legible 
the  executive  level 

10.  Employment 

g.  Advertising  that  does  not  Identify  the  wanted 
advertiser;  applicant  Is  asked  to  send  a  ad 
letter  of  application  to  a  post  office  box 

number  or  to  call  a  certain  number         11.  Employer 

h.  Activity  in  which  one  engages  or  is      12.  Classified 
employed;  work  ad 

I.   One  who  hires  another  for  compensation       13^  Application 

form 

J.   Capable  of  being  read;  clear^ 

14.  Personal  data 

k.  Advertisement    placed    by    individual  sheet 
seeking  employment  and  telling  what 
his/her  qualifications  are 


h  Advertising  that  is  grouped  in  certain 
sections  of  the  newspaper  by  the 
product  or  service  offered;  primarily 
contains  copy 
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Printed  form  on  which  the  job  applicant 
recordi  information  about  his/her 
personal  history,  job  experience, 
education,  and  referencei 

n.  Summary    of    information    about  an 
~     individual  that  would  be  of  intereit  to 
a  prospective  employer;  may  also  be 
referred  to  as  a  resume 

Discuss  in  writing  both  public  and  private  employment  agencies. 


Tell  how  a  person  looking  for  a  job  can  use  different  sources  of  information. 


List  the  items  which  an  applicant  may  need  to  prepare  when  applying  for  a 
job, 

a. 


JOB  APPLICATION  AND  INTERVIEW 
UNIT  I 

ANSWERS  TO  TEST 

1.  a. 

b. 
c. 
d, 

2.  Discussion  should  include: 

a.  Typii  of  agenciei 

1 )  Private 

a)  Charges  a  placement  fee  for  services 

b)  Collects  fee  when  employment  is  secured 

c)  Requests  contract 

d)  Is  controlled  by  state  laws 

2)  Public 

a)     Does  not  charge  placement  fee  for  services 
■  b)     Is  supported  by  state  or  federal  government 

3)  School  placement  office 

b.  Services  of  both  public  and  private  agencies 

1 )  For  employees 

a)  Find  jobs  for  workers 

b)  Provide  counseling 

c)  Arrange  interviews 

d)  Give  vocational  tests 

2)  For  employers 

a)     Find  workers  for  jobs 
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6  f.  7  j.  9  n-  14 

4  g.  3  k.  10 

2  h.  1  I.  12 
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: :  _  b)     Arrange  interviews 

c)     Match  applicants  to  jobs 
School  placement  servicis 

1)  Offer  job  information 

2)  Offer  career  guidance  through  counselors 
3,       a.     Friend  and  acquaintance 

r.-  1)       Tells  people  he  wants  a  job 

2)       Secures  half  the  jobs  this  way 

b.  Business 

1)  Writes  letters  of  application 

2)  Applies  at  store  personnel  office 

3)  Phones  for  interview 

4)  Makes  out  application  form 

c.  Newspaper 

1)  Answers  classified  ads 

a)  Situations  wanted  columns 

b)  Help  wanted,  ads 

c)  General  listings  by  employment  agencies 

d)  Blind  ads 

2)  Secures  information  about  special  courses 

d.  Former  employer 

1 )  Asks  for  letter  of  recommendation 

2)  Asks  for  references  to  other  businessmen 

e.  Employment  agency 

1)  Requests  counseling 

2)  Takes  vocational  tests 

3)  Mfikos  out  application  forms 

o  .143 
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Window  sign 

1)  Watches  for  sign  in  store  window 

2)  Inquires  about  the  job  opening 
Union 

1)  Visits  hiring  hall 

2)  Learns  about  apprenticeship  program 
Personal  data  sheet 

Application  form 
Letter  of  application 
Follow-up  letter 
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HANDLING  MONEY 
UNIT  II 

UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  student  should  be  able  to  count  change  with  or  without 
an  automatic  change  diipenser,  figure  sales  tax,  and  write  a  sales  ticket  correctly.  He/she 
should  be  able  to  discuss  what  to  look  for  when  acceRting  checks,  credit  cards,  money 
orders,  and  traveler's  checks.  He/she  should  also  be  able  to  take  precautions  against  short 
change  artists,  counterfeiters,  robbers,  and  other  kinds  of  money  manipulators.  This 
knowledge  will  be  evidenced  by  scoring  eighty-five  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  handling  money  to  the  correct  definitions. 

2.  Distinguish  between  counting  change  without  an  automatic  change  dispenser 
and  counting  change  with  an  automatic  change  dispenser. 

3.  Write  the  two,  three,  and  four  percent  sales  tax  tables. 

4.  Select  the  errors  on  a  check. 

5.  Discuss  whai  to  look  for  when  accepting  credit  cards. 

6.  Discuss  what  to  look  for  when  accepting  money  orders. 

7.  Discuss  what  to  look  for  when  accepting  traveler's  checks. 

8.  Select  from  a  list  the  reasons  for  writing  sales  tickets^-cqrrectly. 

9.  Write  a  sales  ticket. 

10.  Select  from  a  list  ways  to  avoid  losing  money  to  a  short-chancje  artist. 

11.  Name  the  methods  of  money  manipulation. 

12.  Discuss  how  to  protect  against  money  manitvulators. 

13.  Discuss  how  to  detect  counterfeit  bills. 

14.  Discuss  how  to  report  CQunterfeit  money. 

1.45 


B2-B 

15.       Sfiiect  from  a  list  'chose  things  that  should  be  done  if  you  are  a  victim 
of  robbery. 

IS,       Discuss  with  your  employer  the  training  station's  policy  on  accepting  checks 
and  writing  sales  tickets. 

!?,       Demonstrate  the  ability  to  operate  a  credit  card  machine. 
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HANDLING  MONEY 
-  UNIT  II 

SUGGESTED  ACTIVITIES 

I,  Teacher-Coordinator: 

A.  Provide  stiident  with  objective  sheet, 

B.  Give  pretest  using  objective  sheet. 

C.  Discuss  unit  and  specific  objectives. 

D.  Provide  student  with  information  and  assignment  sheets. 

E.  Discuss  information  and  assignment  sheets. 

F.  Provide  students  with  play  money  to  role  play  counting  change. 

G.  Provide  sales  tickets  for  students  to  role  play  writing  sales  tickets. 

H.  Provide  student  with  copies  of  the  local  tax  table  if  different  from  those 
provided  in  the  unit. 

L     Provide  Know  Your  Money  for  lexamples  of  counterfeit  money. 

J.     Invite  guest  speakers  from  the  Federal  Bureau  of  Investigation  and/or  local 
banks, 

K.    Provide  a  credit  card  machine,  credit  card,  and  ■  ird  forms  from  local 

merchants. 

L,     Order  films. 

M.    Give  test, 

N.     Reteach  if  necessary. 

0,     Teach  again  until  minimum  standard  is  reached. 
IL  Stucient: 

A.  R«ad  oi)jective  sheet, 

B.  Study  information  sheet. 

C.  Tciku  notoH, 

D.  Cnm[)lntci  assitjnmunl  shoots, 

E.  Taki?  tnHt(K), 
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INSTRUCTIONAL  MATERIALS 


Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 
Assignment  sheets 

1.       Assignment  Sheet  #1 -Counting  Change 
2»       Assignment  Sheet  #2-Figurlng  Sales  Tax 

3.  Assignment  Sheet  #3^-Accepting  Checks 

4.  Assignment  Sheet  #4-V\/riting  Sales  Tickets 

5.  Assignment  Sheet  #5-Discussing  Training  Station  Policy 

D,  Answers  to  assignment  sheets 

E.  Job  Sheet  #l7-0perate  Credit  Card  Machine 
Test 

G,    Answers  to  test 
References: 

A.  Kolodny,  Leonard.  Outwitting  Bad  Ciwck^Pmsers,  Small  Business 
Administration,  Small  Marketers  Aids,  No.  137,  Washington  D.  C,  1971, 

B.  Hawley,  Dean.  Store  SGCiJrity:  Check  Cashing  ProcBcliires  and  Cash  Handling 
Control.  The  Distributive  Education  Materials  Laboratory;  1885  Nell  Avenue 
(115  Townshend  Hall);  Columbus,  Ohio  43210, 

C.  Kfww  Your  Money,  Washington,  D.C:  S,  Goverrmient  Printincj  Office, 
1968, 

D.  Su/)ernhirket  Chacker  Education,  Dayton,  Ohio:  Nalional  Cash  Register, 
1968. 

E.  SiHirks,  Mavis  C.  C/ieaker,  Casli  C/erk  and  Cashier  Training,  LuKington: 
University  of  Kentucky,  Instructional  Materials  Laboratory,  1969. 

F.  Everhardt,  Richarcl.  Casli  or  C/iarga,  Thn  Distributive  Eclucalion  M  jiorials 
Laboratory;  1885  Noil  Avenue  (115  Townshond  Hall);  Columbub.  Ohio 
43210. 
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III,  Films: 

(NOTE:  Oklahomn  tecichers  may  order  films  tine!  filmstrifis  from  iho  Sicitu 
Department  of  VocntiotKil  and  Technical  Educcition,  Curriculum  and  Instrucrionnl 
Materials  Center,  1515  West  Sixth  Avenue,  Siillwaier,  Oklai  umn  740/4. 
Out-of-state  teachers  may  purchase  films  from  the  addresses  lislod  bwlow.) 

A.  "Handling  Money,"   Available  from   National   Education   Media;   1 5250 
Ventura  Boulevard;  Sherman  Oaks,  California  91403. 

B.  "Handling  Checks."   Available   from   National   Educatior   Media;  15250 
Ventura  Boulevard;  Sherman  Oaks,  California  91403. 

C.  "Handling  Credit  Cards,"  Available  from  National  Education  Media;  15250 
Ventura  Boulevard;  Sherman  Oaks,  California  91403. 
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hf  ciuMl^  is  Wf  i  ttC?t  i 


B         [in  iOi 


I'i  f>;issinci  !!  .jlofin  to  anotfior  party 

■  i D  .i(:c;M|)l  two  party  checks. 
;c)^v  u^"  p^MSDii  iryind  to  Cii^h  !ho 
^fn:^  Hn:  puison    Jio  oricjiniJliy  vvrote 


1  itiy iiifM) t   of   irf'^N^y  .HMiliif: 

E.      Mii!tif)ln  pricinn  ?n{:\r[\  rMOicih.! 
OIK:  Linn 


^lif:(^  iKUik,  Of  inkiqrciph  oificc  for 
1' ri?is  uf  i|UL!iuiiios  of  moro  than 
n  Miu^  fiiffpron!  vniiies  find  si^os 


iH.ni  :]iUt'!M!  \yy  dnno^tts  ni  ihn  l)4ink  which  issuns 
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Mcike  change  with  the  kiuat  number  of  coins  and  bills 

Example;  Instead  of  two  dimes  and  a  nickel,  ciive  the 
customer  a  quarter;  instead  of  si^von  ones,  give  ilie 
customer  n  five  dollar  bill  and  a  two  dollar  bill 
or  a  five  dollar  bill  and  two  onu:;.  However,  you 
would  use  smaller  coins  or  bills  if  you  are  out  of 
the  larger  denominations 

Repeat  the  amount  of  the  sale  and  the  amount  oi  money  received 
by  the  customer 

Count  the  money  to  yourself  as  it  is  taken  from  the  cash  drawer 
and  then  again  bad:  to  the  customer 

Do  not  add  or  subtract,  simply  begin  with  the  smallest  amount 
and  count  back  to  the  amount  given  by  the  customer 

EKample:  If  the  customer  owes  $2B7  and  gives  yoii  a  ten 
dollar  bill  you  would  say,  "That  will  be  two 
eighty^seven  out  of  ten.  Two  eighty  =seven,  two 
eighty^eight,  two  eighty-nine,  two  ninety,  three 
dollars,  four,  five,  and  five  dollars  makes  ten. 
Okay?  Thank  you." 

Mention  each  new  dollar  denomination  throughout  to  avoid 
making  mistakes 

Example:  "That  will  be  two  eighty^seven  out  of  ten.  Two 
eighty^seven,  two  eighty  eight,  two  eighty-nine, 
two  ninety,  three  dollars,  four,  five,  and  five 
dollars  makes  ten.  Correct?  Thank  you." 

Count  each  coin  and  bill  separately 

Example:  Do  not  lumfi  all  f.iennies  together  but  count  each 
one  separately.  Lum[.)ing  clTange  together  does  not 
save  time  because  most  cuntomers  will  take  time 
to  count  the  change  anyway 

Subtract  any  acinitional  change  given  by  the  customer  and  \mq\n 
counting  back  from  that  amount 

Example:  If  the  cLisiomer  owes  S2.87  and  gives  you  S5,87, 
you  would  count  back  by  saying,  "Two  dollars, 
three,  four,  and  five  dollars."  I  f  the  customer  owes 
S2,35  and  gives  you  S5.50,  you  would  reply, 
"Thirty  five  cents  out  of  fifty  cents-thirty  five, 
forty-five,  fifty,  and  two  dollars  out  of  five  two 
dollars,  three,  four,  and  five  dollars.  Right?  Thank 
ynu. 
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Sales  tax  lablns  {Assicjiiniuiit  SliufU  ^2) 

(NOTE;  Si)\m  storos  indy  provide  b  tax  tfible  to  helf)  fioure  tax  quicklv 
accurcUely.) 


A.     Two  percent  tax  tabifi 

Amount  of  Coins  Tax 


S  .00  -  S  .48  S  .00 

S  .49     S  J4  S  .01 

S  75     S  .99  S  ,02 


B.     ThrcM)  percent  tnx 
Amount 

S  .00 

S  .15 

S  AB 

S  .75 


table 

of  Coins 

^  S  .14 

^  S  .44 

■  S  ,74 

^  S  .99 


Tax 

S  ,00 

S  .01 

S  .02 

S  ,03 


C,     Four  percent  tax  table 

Amount  of  Coins  Tax 

S  .00  -  S  .14  S  .00 

S  .15     S  .39  S  .01 

S  .40     S  .64  S  .02 

S  .65  ^  S  .89  S  .03 

S  .90     S  .99  S  .04 


Checks  {Assignment  Sheet 

A.     Notice  tile  date  on  the  check 

1.  Post-dated  checks  niay  not  be  cashed  until  that  date  arrives 

2.  ^    Many  businesses  will  not  accept  checks  over  thirty  days  old 

B  Nntice  if  the  amount  is  written  clearly  in  numliers  and  in  words-lf  the 
amount  written  in  words  is  different  from  the  amount  written  m  numbers, 
the  bank  will  cash  the  amount  written  in  words 

(NOTE:  Not  beinc}  able  U)  road  a  fif^rson's  handwriting  is  a  problem,  but 
it  is  only  an  error  if  it  dpnears  to  be  done  on  purpose. ) 
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C.     Hcivij  tlu?  cimiuniur  iriiluil  iiiiy  c;nirc}c:tians  o\)  tin?  ihilfH  or  tiniountK 
ExLiinf)le: 


r-  --^  "  -  "  "  "  ^  1 

-        -  .  1 6  4  ■. 

!  I'K  \Nk  U  -.  S\\\  Si  *N 

'-^  1  i!  !  S\  N  I  !  N,   MU  t  "  Mi    i  \.  ^  -  i 


D.  WriLo  in  cLiHtomi^r's  atlclrusH  if  only  i\  [)OSt  office  box  ruimher  is  printcKl 
on  iho  cfiock  fnce 

E.  Obs^^fve  store  riiley  on  yfitliny  chocks  apiirovecl,  limits  on  tho  amount  of 
thn  check,  and  on  acccfitincj  two  party,  on  I -of  town,  or  conifUinv  payroll 
checks 

F.  Ask  for  pro[)or  icItHi U f icatiun  coLirtcoLisiy 

(NOTE:  Some  husinessns  rec|Liire  nioro  than  one  form  of  identification  or 
3  [)tirticular  kifid  of  iclentificalion.  Some  may  ref|Ljire  that  the  driver's  licnriso 
nnml^er  he  written  on  the  check,  that  a  picture  he  taken  of  the  check 
sic)ner,  or  that  a  tluimh  print  l)e  iilacnd  on  the?  hack  of  thc:  check.  In  some 
casen,  it  niciy  hc^  necessary  to  call  the  bank  to  verify  a  check.) 


G.     Examine  sicjnaturu  on  check 


1,  Make   sure    the   sifinature   on    ilio   identification   malcht^s  tlie 
sicjnature  on  the  check 

2.  Make  surfv  ihn  sifjnature  is  the  %i\\m  as  tlie  name  rHantocI  on  the 
check 


H.     Do  iiot  accu[)t  checks  which  are'  written  in  [nincil 
L      Do  not  accujit  checks  markecl  "For  Deposit  Only" 

(NOTE.  Thuse  checks  may  only  lu!  flenoBitrHl  iri  tfu;  hank 
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J.     Do  not  accept  company  checks  with  the  company  name  typed  on  the  face 
of  the  check  ruther  than  f)rintod  on  the  fuce  of  the  check 

K,     Do  not  acce[jt  checks  without  an  account  n unifier  or  with  altered  account 
numbers 

Example: 

BANK  NUMBER  iNDiVIDUAL  ACCOUNT 

NUMBER 

L,     Varify  with  your  supervisor  all  questionable  checks 
V,    Credit  cards 

(NOTE:  Stores  usincj  comfHiter  terminals  can  authorize  credit  cards  by  just 
punching  in  the  credit  card  number  ^nd  amount,) 

A.  Make  sure  the  card  is  one  your  business  accefits 

B.  Notice  the  expiration  date 

(NOTE:  Some  cards  print  the  date  the  card  was  issued  instead  of  the 
exf)i ration  date'.  Therefore,  it  is  important  to  know  for  what  period  of  time 
the  cards  are  issued:!: 

C.  Make  sure  the  sicjnature  on  the  receipt  matches  the  signature  on  the  card 

(NOTE:  Have  the  customer  sign  the  credit  card  and  compare  the  signature 
with  another  form  of  identification  If  the  credit  card  has  not  already  been 
signedj 

D.  Check  the  credit  card  numfier  with  tlie  warning  list  of  had,  lost,  or  stolen 
cards 

(NOTE:  This  can  be  donu  easily  by  matching  the  last  three  numbers  on 
the  list  and  tho  card.  The  numljers  on  the  fist  are  in  order.) 

E.  Contact  tlio  credit  card  comfiany  for  authorization  if  any  suspicion  arises 

Exafiiple:         CustOfiier  who  will  [iot  sign  the  receipt  fjecause  of  an  injured 
a  r  m 

F.  Hold  the  card,  stall  th^  custonifir.  ancl  contact  the  manager  if  you  discover 
a  stolen  card 

(NOTE:   M  \hK  rustoninr  l^Kivos,  rfMivMiihcH'  to  get  n  fjood  descrifit inn j 

Write  in  credi!  carcl  fiumh(Ms  wfiirfi  do  not  ()rint  clearly  wheri  the  card 
is  [Hit  tlirougli  the  nuicliine 
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VI, 


VIL 


Monwy  orcinrs 

A.  Do  not  Mccepl  chf^cks  in  ptiymont  for  inoney  orclors 

(NOTE;  Money  orciurs  are  made  to  send  throuyh  the  mm\.  If  the  ()urchiisnr 
has  L\  v.ilid  checkiny  account,  lie  does  not  nmcl  a  money  order  bocoustt 
he  can  send  a  check  in  the  malL  However,  there  may  be  a  few  excoptions 
whore  a  check  may  not  be  accepted  as  legal  payment.) 

B.  Do  not  cash  if  the  amount  has  been  altered,  erased,  or  if  the  amcuni  is 
in  excess  of  the  printed  limit 

(NOTE:  Money  orders  usually  are  not  written  for  over  SI  00.) 

C.  Notice  the  dates  and  signatures  as  on  a  regular  check 


 %  L^.  i  J 


ISWs'lTilAI.  THI  ST 


Traveler's  checks 

A.  Have  customer  siyn  check  in  the  presence  of  the  person  cashing  it 

B.  Comfiare  the  customer's  signature  with  the  signature  on  the  front  of  the 
check  made  at  the  time  the  checks  were  purchased  at  the  bank 

C.  Have  the  customer  sign  the  check  again  if  it  has  already  been  endofsed 
without  seeing  him/her  sign  it 
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VI I L    Reasons  for  wrifinc]  sules  tickets  correctly 

A.  Gives  n  yoocl  inif^rossion  of  thu  inisinoss 

B.  Builds  confidence  in  the  snlesporson 

C.  Makes  mcordkeeping  easier  and  more  accurytR 

D.  Aids  in  making  refunds  and  exchnngbjs 

E.  Reduces  ^ircjiinients  and  misundcrstandinfjs  witli  customers 

F.  Prevents  shoplifting  and  ticket  alteration 

IX.    Procedures  for  writing  sales  tickets  ( Assicjninent  Sheet  #4) 

A,    Write  firmly  enough  for  inforniLUion  to  transfer  clearly  on  the  carbon  cof)y 
(NOTE;  Use  a  soft  lead  fiencil  if  the  business  prefers  that  pencils  be  used.) 
8.     Make  sure  tilibreviations  are  clearly  understood 

C.  Include  tlie  date,  salesfierson's  number  or  initials,  and  departnient  nLitnlDers 
or  lettfM^s  vvhere  apf}lical}le 

D.  List  the  [irine  of  a  sinc}le  item  if  more  than  one  of  the  same  kind  of  item 


is  purchased 


Exam[ile 


Purchase  of  three  doucjhnLfts  [jriced  at  S  ,25  each 

I     Quamtity     ^     Descri[)tinn  S  c 

h^^  ;   ^"^^"^  ^ 

i         3  Doucjlinuts 

.25  75 

1  Clioc  Cake  2  75 


(irice  of  items  sole)  in  quantities 


List  the 


Exa  m[ile 


pLirchase  of  three  \mr%  of  socks  priced  at  3  pair  for  S2.00, 
two  t=shirts  which  come  in  a  package  of  three  t  shirts  for 
S6.60,  and  four  briefs  wfiich  come  in  a  package  of  three 
Ijriefs  for  S6.60-  .  . 


3 


Socks  3/2.00 
1  shins  3^(3.60 
Briefs  3'6.60 


S 


2  00 
4  40 
8.80 


c 
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r      Touii  tlio  piirciuisus  dlfHCtly  un^U^r  ihu  iisl  o\  pricing  (n'rii  If  it  cnn  lu^  ■1 
in  yuiii  hone),  to  prevnru  unyaiiL  fiom  altOfifi(]  tho  lu:kt)t  at  n  ItjU-t  uii^f 

G.     Repoat  cincl/ur  sfinll   tho  luifrin^]  aiu!  Oflf Iri-s^iCM;  on  ::luii(](),  iav.ivvnv,  niM- 
appro^/cil  tickeU  or  clHlivery  inforiiuition 

De^^troy  ciny  tickets  or  recfriiptti  lyinc]  on  tliu  floor  or  countur  far  =i 
iicfatGr  nppeartincfi  cind  aho[)l!ltinn  rpclucLion 

L      Hrivt?   corroclions    in  qijuntily   niul   timouni  coliiniiis  npprov(!ci  hv  iJu; 
supurvisor 

X.    Short  cliange  tirtists 

(NOTE:  Tho  short  change  ortist  inturruiHs  whiln  the  s^ilesjjerson  is  makincj  chancjn, 
wnnts  chcincje  back  a  cliftoruiu  way  than  normal,  ruslins  the?  salesperson,  wants 
to  buy  Homethinc]  else,  or  wants  to  exchanyo  the  it(j n  being  purchasocij 

A.  Ask  a  customer  to  wait  and  then  finish  the  present  transaction  to  avoid 
beincj  interrLipted  and  confusfid 

Example:         "Certainly  I  will  give  you  chancje,  just  a  moment  pluase." 

B.  Do  not  argue  with  a  customer 

C.  Have  the  customer's  money  in  your  hand  before  giving  any  change  recjardless 
of  how  many  times  change  is  asked  for  by  the  customer 

D.  Always  call  out  loud  the  size  of  the  bill  given  by  the  customer 

E.  Close  the  cash  drawer  and  contact  the  suf^ervisor  if  total  confusion  occurs 
XL    Moriey  fTianipulation 

A.     Split  bills 

Example:         A  S10  bill  and  a  SI  bill  may  be  peeled  afiart  by  a  snocial 
process,  the  sides  interchanged,  and  joined  back  tofjether 
with  the  wrong  sides  back  to  back.  The  result  would  i)e  two 
■  bills,  each  having  a  ten  side  and  a  one  side.  The  manipulator 

may  then  pass  the  two  altered  bills  for  S20  worth  of 
merchandise  and  change  from  the  original  eleven  dollars. 
Another  method  is  to  cut  bills  in  half  md  attacli  the  nr|ht 
half  of  a  larqe  bill  to  the  left  half  of  a  small  bill  and  \nm 
them  with  several  large  bills  folded  together 
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EKanii)lo:  A  inuniiHiiator  nuiy  iniy  Honiulhinc)  inoxpfiiisivo  with  fi  S10 
bill  wiTicli  is  ninik(Ki  with  a  rod  "'X"  in  thu  cornur,  rncnivii 
his  chtincin,  unci'  Imyo.  His  pdrtnor  then  comns  nlonn,  hiiys 
suinethiiu]  inKX[)fjnsivG  with  ai  onu  dollar  bill,  circiLies  iIhiI  hn 
qave  the  m\m\)ormn  a  SIO  bill,  and  clainis  ho  can  provo  it 
hecaLiso  ho  remnini}urs  that  the  bill  has  a  mark  on  it.  The 
salosporson  looks  in  thn  cash  drawer,  finds  ihn  niarkud  SIO 
hill,  and  givtiS  thu  second  nianipulator  S9  niore  in  chantjO 

XII.     How  to  (protect  acjainst  money  nianipLilators 

A.  ExaiTiine  both  sides  of  bills 

B.  Look  for  niarkintjs 

C.  CasuaMv  or  huniorously  let  die  cusionnor  know  that  yoti  noticed  afiy 
markings 

Example:         "It  looks  like  someofie  has  bean  doodlinc)  on  this  ImM" 

Do  not  put  mofTuy  into  the  cash  drawor  until  the  customer  lias 
acknowledcjed  receiving  the  correct  chanc)e 

E.     Place  markud  i3ills  under  the  cash  drawer 

XI  Ik     How  to  detect  counterfeit  bills 

A.  Suspected  bill  shouici  be  comfjared  with  another  bill  ol  tin?  same 
clenomination 

B.  Hau-  outlinos  on  counterfeit  hills  fTiay  blend  into  the  backcjround  ratiiei 
than  beincj  distinct 

C.  Points  around  llie  colornd  seal  may  not  [)e  even,  clear,  and  shar|)  on 
counterfeit  bills 

D.  Crisscross  liies  on  the  Ijorder  may  not  Ije  clear  and  distinct 

E.  Serial  nunibers  may  be  out  of  line,  poorly  spaced,  printed  too  lirjht  or 
too  dark,  or  the  prefix  letter  of  the  serial  number  may  not  agree  witfi 
the  fjistrict  letter  in  the  sea! 

XIV.     How  to  report  counterfeit  money 

A.  Inform  your  sU[)ervisor  first 

B.  Wtiie  your  anrj  date  on  the  back  of  th  .  bill  for  later  identification 

C.  Write  down  any  details  yoi:  can  remc^mlHM^  about  how  you  got  it,  wlio 
gave  It  to  you,  wlierf?  you  riot  it,  and  wlien  you  got  it 

D.  Cofitact  the  [)o!ice,  U.S,  Serrf  t  Service,  comrnercial  bank,  or  Federal  Reservr? 
bar^k 
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E.  Do  not  return  thti  ninnay  w  thn  nustoniHr  if  [ha  hills  Lire  cliscDvnrcMl  to 
b(?  couiuerfui  t 

Stall  tlip  \mrson  passintj  the  hills 

G.  Avoid  arguments  becaLise  the  passor  may  also  ho  m  innocunL  vicuini 

H.  Write  clown  the  passer's  descrifnion  arid  Ncei'isG  nufTiber  if  hc/slie  loaves 
Robberies 

A.  Watch  for  strange  cars  neai'  tlu}  front  or  rear  entrance,  particularly  witli 
the  motor  running  or  a  driver  slunified  over  the  steerinci  wtieel 

B.  Check  all  washrooms  and  dressing  rooms  be  fore  closincj 

C.  Do  what  the  robber  says  without  arguing 
(NOTE:  Do  not  try  to  be  a  heroT 

D.  Concentrate  on  the  robberS' doscription 

Example:  Age;  nationality;  height;  weight;  build;  complexion;  eye  and 
hair  color;  clothing;  right  or  left  handedness;  voice 
characteristics,  such  as  high,  low,  rapid,  slow,Jisp,  accent; 
physical  characteristics,  such  as  tatoos,  scars,  limp;  type  of 
weapon 

E<     Do  not  touch  anything  the  robber  may  have  touched 

F.  Get  the  ricense  number  and  a  description  of  the  getaway  car  if  possible 

G,  Call  the  police 

H,  Write  down  descriptions  of  the  suspects,  weapons,  and  car 

L      Get  the  names  of  customers  and  other  witnesses  and  have  them  write  down 
their  descrifnions 

J,      Do  not  discuss  the  crime  with  anyone  until  getliiKj  permission  from  the 
rjolice 
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ASSIGNMENT  SHEET  #1"C0UNTING  CHANGE 

Use  the  fewost  number  of  coins  and  bills  and  record  the  correct  amount  of  change  for 
each  sale  listed. 

9 

Examples 

NAME 


Afnni  inl" 

Arnni  jnt 

COINS 

BILLS 

No. 

of  sale 

Rec'd 

1$ 

5$ 

10$ 

25$ 

50$ 

$1 

$5 

$10 

A 

$  1.98 

$  5.00 

2 

3 

AmQunt 

Amount 

COINS 

BILLS 

No. 

of  sale 

Rec'd 

1$ 

10$ 

25$ 

60$ 

$1 

$5 

$10 

1 

$  2.33 

$  3.00 

2 

$  7.88 

$20.00 

3 

$  3.07 

$10.00 

4 

$  3.00 

$  5.00 

5 

$  7.14 

$20.00 

6 

$  8.12 

$10.00 

7 

$  .78 

$10.00 

8 

$12.40 

$15.00 

g 

$  9.15 

$20.15 

10 

$  4.31 

$  5.50 
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UNIT  II 

ASSIGNMENT  SHEET  #2-FIGURING  SALES  TAX 

1.  Memorize  the  UK  table  for  your  area 

(NOTE:  Some  locations  may  not  hav©  a  lales  tax  and  some  products  or  industries 
may  have  a  special  tax.) 

2.  Figure  tax  on  the  dollar  amount  of  the  purchase  first 

3.  Use  the  tax  table  to  figure  the  tax  on  the  coins 

4.  Add  the  tax  on  the  bills  and  the  tax  on  the  coins  together  for  the  total  tax 

5.  Add  the  total  tax  to  the  amount  of  purchase 

Example:        Purchase  of  $3.50  with  a  4%  or  40  on  the  dollar  tax 

$3.00  m  *  .02  tax  .12  (Tax  on  $3.00) 

X  .04  (see  tax  table)  +  .02  (Tax  on  $.50) 

J  200  .14  Total  Tax 

$3.50  Purchase 
+  ,14  Tax 
$3.64  Total 

6.  Figure  sales  tax  for  the  following  purchases  using  the  tax  table  for  your  area 


a. 

.49 

b. 

$2.98 

c. 

.35 

d. 

.66 

e. 

S3.98 

f. 

.99 

g- 

S4.95 

h. 

SI  0.47 

i. 

S5.75 

j. 

S5.63 

DE  II  •  73-B 


HANDLING  MONEY 
UNIT  II 


ASSIGNMENT  SHEET  #3"ACCEPTING  CHECKS 


V  Undir  each , of  the  follo\A/ing  checks,  list  all  the  errors  you  can  find.  The  checks  were 
./received' on  July  2.  1976.  After  you  have  examined  checks  for  errors,  it  should  only 
-  take  the  experienced  employee  about  10  seconds  to  look  over  a  check. 


SAMPLE 


1}    CAY  lO  tHi 


FUANK  W.  NKLSON 

212^  \V1CKr.0W  372=5HMn 


185 

/.       ^^^'^  ^^^^ 


J^n^  103! 


^DQI.LARS  i 


.  — ^1  ThG  First  Nstlonai  Bank 

ana  Trust  conip.-iny  of  Stillwater 

-  STlULWAl|;j<.  OKLAHOMA^  7mtA 


SAMPLE 


FRANK  W.  NHLSON 

STiLLW  STKNi  OKI  A*  7^07^ 


166  j 


^  -  .  The  First  National  Bank 

and  Trust  company  of  Stillwater 

ISiB  STiLLWATEHiQKLANOMA/ 74074 


^mS^^  ^^^^^ 


|ui:  toa  L"»a  LUi^i:    "•so  us  S"*   ^     _  p 
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ASSIGNMENT  #3 


SAMPLf 


FRANK  W,  NELSON 

2423  WICKLOW  372-1890 
iTlLLWATERi  OKLA.  74074 


16T 

86« 144 


1031 


PAY  TO  THI 


^DOLLARS 


The  First  National  Bank 
and  Trust  company  or  stniwater 

STILLWATER.  OKLAHOMA  /  74Q74 


ii'SQ    lis  Bii' 
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HANDLING  MONEY 
UNIT  II 


ASSIGNMENT  SHEET  #4'^WRlTING  SALES  TICKETS 


Under  each  of  the  following  sales  tickets  list  all  the  mistakes  you  can  find. 
Notice  that  some  tickets  repeat  information  because  part  of  the  ticket  may  bu 
torn  off  for  recordkeeping  or  delivery  information.  The  4%  sales  tax  table  is 
used. 


(a) 


LlPHK  UiATE 

fiUANT     '  iJf  P  r 

/    :  T 

^A/aj^ —  _ 

Si- 

-■■  - 1 — = 

TAX 

i  rnTAL 

-1 

iD 

Slt.N                                 i  AM"T  RE  C  O 

f:HAM(jt  to 


COBMQ  COBMET/CS 


MUjAf,  r 

lit  SGMiPTIfJN 

I.  / 

MUM  ^^./y 


'it  [if  j  T  .^^ 


Oi5f  rnnurnMH! 


TAX 

TOTAL 

SIGN 

CHAnGL  TO 

cirv 

CLE  HK 

|p 

rpT  [bail 

(d). 


mjCM  ^/G^_^_  #  


UUAf,! 


CorhK  FGGdsfore 


 .  ^  Li:^_..a...-M^^il 

.1   ...„..Lifi.-  ..^^. 


ERLC 
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Fill  out  the  sample  sales  tickets  for  the  following  situations.  Use  the  sales  tax  , 
tabid  for  your  area  and  the  current  date.  Your  salesperson  number  is  60, 

a.  Wilda  Wodlock  bought  the  following  items:  one  wedding  dress,  $232.00; 
one  pair  satin  slippers,  $20.00;  one  veil  and  hat,  $40,00;  three  bridesmaids' 
dresses,  $36.00  per  dress;  three  compacts,  S3.98  per  compact;  one  blue 
garter,  SI  J8;  two  champagne  glas^^is,  $3  J5  per  glass;  one  cake  knife,  $7,95; 
and  one  guest  book,  $20,00,  Mil  of  these  Items  are  to  be  delivered  to 
the  First  United  Methodist  Church,  Wesley  Boulevard,  Belltower,  Oklahoma 
73044.  Wilda  gave  the  salesperson  correct  change. 


CLERK 

DATE 

QUANT 

DEPT 

DESCRIPTION 

S 

TAK 

TOTAL 

SIGN 

AM'T  REC'D 

CHARGE  TO 

STREET 

CITY 

SEND  TO 

^TRJJT 
^ITY 
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b.  Wilda  Wedlock  charged  the  following  item's:  two  baskets  of  carnations  and 
gladiolas,  $50  a  basket;  three  nosegays,  $25  each;  five  corsages,  $2,50  each; 
and  pjght  boutonnieres,  $  J5  each.  Wilda's  address  is-  24  Luver  Lane, 
Belitower,  Oklahoma  73044. 


CLERK 


DATE 


QUANT 

DEPT 

DESCRiPTION 

S 

TAX 

TOTAL 

SIGN 

AM'T  REC'D 

CHARGE  TO 


STREET 


CITY 


SEND  TO 

STREET 

CITY 




o 
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lllpv^;:  handling  money 

■  UNIT  II 

te^g^^^^^^^^^^  SHEET  #5-DISCUSSING  TRAINING  STATION  POLICY 

;  .  /  Ask  your  training  station  sponsor  to  clarify  your  builneises'  policlei  regarding  sales  tickets 

:and/or  accepting  checks.  Have  the  sponsor  sign  the  sheet  and  then  report  the  policies 

S^V  to  class  on  the  following  class  period. 

;  ■  1*.  Cashing  checks  without  a  purchase  being  made 

v;  ;     2,  Cashing  checks  for  other  than  the  amount  of  purchase 

3.  Adequate  identification  for  cashing  a  check 

:  V        4^  Store  rules  concerning  limits  on  the  amount  a  check  may  be  written  for  and 

?;  >  policies  on  out-of*town,  government,  and  payroll  checks 

5.  Whether  to  use  an  ink  pen  or  pencil  when  writing  sales  tickets 

6.  Whether  to  print  or  write  sales  tickets 
:.:          -J  Whether  to  keep  the  original  or  duplicate  copy  of  a  sales  ticket 

8.  How  to  void  a  ticket 

9,  Special  procedures  for  correcting  mistakes  on  sales  tickets 

10.  Any  special  procedures  for  adding  items  to  a  ticket  after  it  has  been  totaled 

11.  Any  special  procedures  if  more  than  one  ticket  is  needed  to  record  a  purchase 

12.  Any  other  check  and/or  sales  ticket  policies 


Supervisor/manager 
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HANDLING  MONEY 

UNIT  II 

ANSWERS  TO  ASSIGNMENT  SHEETS 

Assignment  Sheet  #1 


Sales 

Amount 

Amount 

COINS 

BILLS 

No. 

of 

sale 

Rec'd 

1  0 

5« 

10$ 

25  « 

50* 

SI 

$5 

SIO 

1 

S 

2.33 

S 

3.00 

2 

1 

1 

1 

2 

s 

7.88 

S 

20.00 

2 

1 

2 

1 

3 

$ 

3.07 

S 

10.00 

3 

1 

1 

1 

1 

1 

1 

4 

s 

3.00 

S 

5.00 

2 

5 

s 

7.14 

S 

20.00 

1 

1 

1 

1 

2 

1 

6 

s 

8.12 

S 

10.00 

3 

1 

1 

1 

1 

7 

s 

.78 

S 

10.00 

2 

2 

4 

1 

8 

s 

12.40 

S 

15.00 

1 

1 

2 

9 

s 

9.15 

S 

20.15 

1 

1 

10 

s 

4.31 

S 

5.50 

4 

1 

1 

1 

Assignment  Sheet  #2 

Answers  will  vary  with  local  tax  tables 
Assignment  Sheet  #3 

1.  a.     Many  businesses  will  not  accept  checks  over  thirty  days  old 

b.  Corrections  without  the  initials  of  the  person  writing  the  check 

c.  Number  amount  and  written  amount  are  different 

2.  a.     Postulated  checks  may  not  be  cashed  until  that  date  arrives 

b.  Corrections  without  the  initials  of  the  person  writing  the  check 

c.  Signature  is  not  the  same  as  the  name  printed  on  the  check 
.3* .     .  Written  amount  is  not  clear,  but  otherwise  the  check  is  correct 
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Assignment  Sheet  #4 

1*       a.     Abbreviation  could  mean  several  things 

b.  1)       Corrections  may  need  to  be  approved  by  the  supervisor 

2)  Price  per  yard  is  not  shown 

3)  Total=  is  not  correct 

c.  No  serious  errors 

d.  1)       Price  of  single  unit  is  not  shov\/n 

2)  Subtotal  was  not  made  directly  under  the  last  item 

3)  Total  is  incorrect  (Wire  should  cost  $69.00.) 
2,       Answered  to  satisfaction  of  teacher-coordinator 

Assignment  Sheet  #5 

Evaluated  to  the  satisfaction  of  teacher-coordinator 
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HANDLING  MONEY 
UNIT  II 

JOB  SHEET  #1-0PERATE  CREDIT  CARD  MACHINE 

L  Materials 

A.  Credit  card  machine 

B.  Credit  card 

C.  Credit  card  forms 
IL  Procedure 

A.    Place  the  credit. card  face  up  In  the  slots  on  the  machine  (Figure  1) 
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JOB  SHEET  #1 


C.     Pull  the  handle  of  the  machine  over  the  card  and  form  and  then  back 
to  thR  startincj  position    (Figure  3)  , 


FIGURE  3 


i  . 

8 


ill 

ft 


D,  Remove  the  card  and  form  from  the  machine 

E,  Fill  out  the  credit  card  form  for  the  followincj  situation    (Figure  4) 


Sally  Sue  purchased  one  8x10  photograph  for  SI 6.00  and  one  frame 
for  S7. 50  from  department  30,  clerk  number  60,  The  items  will  be 
mailed.  Use  the  current  date  and  local  sales  tax  table, 

FIGURE  4 


i 


53241b3 


SankAmiricard 

lALlI  TtCKET 

Qirt  HQ 

Cleis  %  'hi 

iitl  1 

1 

f  Al 

X 

TOTAL 

F.  Ask  Utb  nustoiner  to  sifjn  thn  form  mil  rnturn  thn  card  to  thi?  usnwiv 

G.  Give  the?  cusiomrjr  his/lior  cofjy  and  kef^^  thri  nKirchcinl  and  hnnk  finpi^s 
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HANDLING  MONEY 
UNIT  II 


TEST 


1.       Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


a. 

Endorsing  a  check  and  passing  it  along 

1. 

Post-dating 

to  another  party 

2. 

Endorsement 

b. 

Pricing     merchandise    in    terms  of 

quantities  of  more  than  one  unit 

•3, 

1  wo'pariy 

check 

4. 

Money  order 

bank  which  issues  the  check;  may  be 

replaced  if  lost  or  stolen;  nnust  be  signed 

S. 

Multiple  pricinj 

at  the  bank  and  again  in  the  presence 

of  the  person  cashing  the  check 

6. 

Denominations 

d. 

Dating  a  check  for  a  date  later  than 

7. 

Traveler's 

when  the  check  is  written 

check 

e. 

Signature  placed  on  the  back  of  a  check 

by  the  person  cashing  it 

f. 

Way    money    is    broken    down  into 

different  values  and  sizes 

Order  issued  by  a  post  office,  bank,  or 

telegraph  office  for  payment  of  money 

at  another  office 

2.  Distinguish  between  those  steps  taken  when  counting  change  with  an  automatic 
change  dispenser  and  when  counting  change  without  an  automatic  change 
disperiser,  Place  an  "X"  in  front  of  the  steps  used  with  a  change  dispenser  and 
an  '^0"  in  front  of  those  without  an  automatic  dispenser. 

a,  Take  the  number  of  bills  and  then  the  amount  of  change  from  the 
cash  drawer 

b,  Count  the  change  to  the  customer  starting  with  the  largest  bills  and 
ending  with  the  smallest  coins 
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c.  Do  not  add  or  subtract,  simply  begin  with  the  smallest  amount  and 
count  back  to  the  amount  given  by  the  customer 

_d.  Record  both  the  amount  of  the  sale  and  the  amount  received  on  the 
cash  register  or  change-making  machine 

Write  the  two,  three,  and  four  percent  sales  tax  tables, 

(NOTE:  Write  the  tax  table  for  your  area  if  different  from  those  provided  in 
the  information  sheet.) 


Select  the  errors  the  following  check  if  It  was  received  on  April  1,  1976. 
a* 

c. 


SAfVlPLi 

FRANK  W.  NELSON 

2433  WICKLOW  %72-hmQ 


165 


j 

n     PAY  to  THI  /  .  .  ^  i.  ^  l\ 


\*    PAY  to  TMt 


i 


^  ^  ,  The  pirit  Nationa!  Bank 

and  TfU§{  Company  of  Stinwaier 

"      ^  STILLWATER,  eKuAMOM A /74Q74 
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Discuss  what  to  look  for  when  accepting  credit  cards. 


6.       Discuss  what  to  look  for  when  accepting  money  orders. 


7,       Discuss  what  to  look  for  when  accepting  traveler's  checks. 


8.       Select  from  the  list  below  the  reasons  for  writing  sales  tickets  correctly.  Place 
an  "X"  in  the  correct  blanks, 

 a.  Gives  a  good  impression  of  the  business 

b.  Builds  confidence  in  the  salesperson 

c.  Makes  recordkeeping  easier  and  more  accurate 

d.  Aids  In  making  refunds  and  exchanges 

e.  Reduces  arguments  and  misunderstandings  with  customers 

f.  Takes  too  much  time 

g.  Prevents  shoplifting  and  ticket  alteration 
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Write  a  sales  ticket  for  the  following  situation.  Use  the  sales  tax  table  for  your 
area  and  the  current  date.  Your  salesperson  number  is  60. 

Gary  Bird  just  bought  the  foMovving  items:  three  tropical  fish,  $1.98  per  fish, 
department  F;  one  box  of  fish  food,  $  .59,  department  E;  and  one  complete 
aquarium,  S20J5,  department  H.  Gary  gave  the  salesperson  $30.00. 


CLERK 

DATE 

QUANT 

DEPT 

DESCRIPTION  " 

S 

...  1 

TAX 

TOTAL 

SIGN 

AM'T  REC'D 

CHARGE  TO 
STREET 

CITV 

SEND  TO 

STREET 

CITY 

17(i 
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10.     Select  from  the  list  below  ways  to  avoid  losing  money  to  a  short  chancje  artist. 
Place  an  "X"  in  the  correct  blanks, 

a.  Ask  a  customer  to  wait  and  then  finish  the  present  transaction  to 
avoid  being  interrupted  and  confused 

b.  Do  not  argue  with  a  customer 


c.  Close  the  cash  drawer  and  contact  the  supervisor  if  total  confusion 
occurs 

d.  Have  the  customer's  money  in  your  hand  before  giving  any  change 
regardless  of  how  many  times  change  is  asked  for  by  the  customer 


e. 


Always  call  out  loud  the  size  of  the  bill  given  by  the  customer 


11,  Name  the  methods  of  money  manipulation, 
a. 

b. 

12,  Discuss  how  to  protect  against  money  manipulators. 


13.       Discuss  how  to  detect  counterfeit  bills. 


14.       Discuss  how  to  report  conterfeit  money. 


15.       Select  from  the  list  below  those  things  that  should  be  done  if  you  are  a  victim 
of  a  robbery.  Place  an  "X"  in  the  correct  blanks, 

a.  Watch  for  strange  cars  near  the  front  or  rear  entrance,  particularly 
with  the  motor  running  or  a  driver  slumped  over  the  steering  wheel 

b.  Check  all  washrooms  and  dressing  rooms  before  closing 

c.  Do  not  cooperate  with  the  robber 
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  Concentrate  on  the  robber's  description 

e.  Try  to  distract  the  robber  and  grab  the  weapon 

 f,  Yell  for  the  manager 

 _g.  Chase  the  robber 

h.  Do  not  touch  anything  the  robber  may  have  touched 

Get  the  license  number  and  a  description  of  the  getaway  car  if  possible 

  Call  the  police 

k.  Write  down  descriptions  of  the  suspects,  weapons,  and  car 

L   Get  the  names  of  customers  and  other  witnesses  and  have  them  write 
down  their  descriptions 

m.  Do  not  discuss  the  crime  with  anyone  until  getting  permission  from 
the  police 

Discuss  with  your  employer  the  training  station's  policy  on  accepting  checks 
and  writing  sales  tickets. 

Demonstrate  the  ability  to  operate  a  credit  card  machine, 

(NOTE:  If  activities  16  and  17  have  not  been  accomplished  prior  to  the  test, 
ask  your  instructor  when  they  should  be  completed.) 
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HANDLING  MONEY 
UNIT  II 


ANSWERS  TO  TEST 


1.       a.  3  e.  2 

b.  5  f.  6 

c.  7  g.  4 

d.  1 


2.  a.  X 

b.  X 

c.  0 

d.  X 

3.  (NOTE:  Answer  may  vary  according  to  local  area.) 
a.     Two  percent  tax  table 

Amount  of  Coins  Tax 


S  .00  ■  S  .48  $  .00 

S  .49  =  S  .74  S  .01 

S  .75  =  $  .99  S  .02 

b.  Three  percent  tax  table 

Amount  of  Coins  Tax 

S  .00  -  S  .14  S  .00 

S  .15  •  S  .44  S  .01 

S  .45,  -  S  .74  S  .02 

S  .75  =  S  .99  S  .03 

c.  Four  percent  tax  table 

Amount  of  Coins  Tax 

S  .00  -  S  .14  S  .00 

S  .15  =  S  .39  ■  S  .01 

S  .40  .  S  .64  $  .02 

S  .65  -  S   89  S  .03 

$  .90  ■  S  .99  S  .04 
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a.  Post-dcitifcl  cliucks  miiy  not  be  nusheci  ufiiii  that  tlciif*  iirrivt»s 

b.  Corrections  without  the  initinls  of  the  (person  writirK]  i\w.  check 

c.  Nunibor  ciiTiounl  and  wrilten  Hnioufit  tire  clifferoiu 
DiscLJHsion  should  includo: 

tL  Make  sure  the  card  is  one  yOLir  business  accepts 

b.  Notice  the  expiriition  deitc 

c.  Make  sure  the  signature  on  the  receifit  mcitches  tine  siynHlurH  on  the  cnrd 

ch     Check  the  credit  card  number  with  the  warnincj  list  of  l)ad,  lost,  or  stoleii 
CcirdH 

Contact  the  credit  card  comnany  for  aLithori/^ation  if  any  suspicrun  arisf^s 

f.      Hold  the  card,  stall  the  customer,  and  contact  the  manager  if  you  discover 
a  stolen  card 

y.     Write  in  credit  card  numbers  which  do  not  print  cleariy  when  ilin  card 
is  put  through  the  machine 

Discussion  should  include: 

a.      Do  not  accef)t  checkB  in  payment  for  money  orders 

\l     Do  not  cash  if  the  amount  has  t)een  altered,  erasech  or  if  tiie  amount  is 
in  excess  of  the  [printed  Iii7iit 

c.      Notice  the:  dates  and  signatuies  as  on  a  regular  clujck 

Discussion  shouici  include: 

a.  Have  customer  sie?^  check  in  the  f)resencn  of  the  f)ersQn  casliiruj  u 

b.  Com;iare  the  customer's  sinnature  with  the  signature  on  i\v^  frotn  of  thi^ 
check  ^":ide  at  the  time  the  checks  were  f)urclinsfKl  at  tht?  [)a(ik 

c.  Have  the  customer  sign  the  check  again  if  it  has  already  been  endc'rseci 
witliout  seeing  him/iier  sinn  it 

a,  f).  n,  ci,  e,  g 


DE  II  '  93  B 


9. 


(NOTE:  Date,  tax,  and  total  may  vary.) 


10. 
11. 

12. 


13. 


QUANT 

'3 


6  0 


jDEPT 


a,  b,      d,  r 

a.  Split  bills 

b.  Marked  bills 
Discussion  should  include: 

Exarnine  both  sides  of  bills 
Look  for  markings 


DESCF^IPTION 


S9 


J. 


TAX 
TOTAL 
I  AM*T  REC*D 


30 


a  o 


CHARGE  TO 


STREET 


CITY 


SEND  TO 


STREET 
CiTY 


d. 


Casually  or  humorously  let  the  customer  know  that  you  noticed  any 
markings 

Do  not  put  money  into  the  cash  drawer  until  the  customer  has 
acknowledged  receiving  the  correct  change 


e.     Place  marked  bills  under  the  cash  drawer 
Discussion  should  include: 

a.     Suspected   bill   should   be   compared   with   another   bill  of 
denomination 


same 


b.  Hair  outlines  on  counterfeit  bills  may  blend  into  the  background  rather 
than  being  distinct 

c.  Points  around  the  colored  seal  may  not  be  even,  clear,  and  sharp  on 
counterfeit  bills 
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94^8 

d.     Crisscross  lines  on  the  border  may  not  be  clear  and  distinct 

Serial  numbers  may  be  out  of  line,  poorly  spaced,  printed  too  light  or 
too  dark,  or  the  prefix  letter  of  the  serial  number  may  not  agree  with 
the  district  letter  in  the  seal 

14,  Discussion  should  include: 

a.     Inform  your  supervisor  first 

Write  your  name  and  date  on  the  back  of  the  bill  for  later  identification 

c.  Write  down  any  details  you  can  remember  about  how  you  got  it,  who 
gave  it  to  you,  where  you  got  it,  and  when  you  got  it 

d.  Contact  the  police,  U,S,  Secret  Service,  commercial  bank,  or  Federal  Reserve 
bank 

e.  Do  not  return  the  money  to  the  customer  if  the  bills  are  discovered  to 
be  counterfeit 

f.  Stall  the  person  passing  the  bills 

g.  Avoid  arguments  because  the  passer  may  also  be  an  innocent  victim 

h.  Write  down  the  passer's  description  and  license  number  if  he/she  leaves 

15,  a,  b,  d,  h,  i,  j,  k,  I,  m 

16,  Evaluated  to  the  satisfaction  of  the  teacher^coordinator 

.  17,       Performance  skill  evaluated  to  the  satisfaction  of  the  teacher^coordinator 
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CASH  REGISTliR 
UNIT  III 


UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  studeni  should  [jt?  able  lu  Osierare  a  cash  register  usinfj 
the  touch  method.  He/she  should  be  eible  to  discuss  proceclurtis  for  handling  mistakes 
and  customer  complaints  and  solve  prubiems  relating  to  the  multiple  pricing  policy.  He/she 
should  be  able  to  check  and  bag  merchandise.  Tliis  knowledge  will  be  evidenced  through 
demonstration  and  by  scoring  eighty  five  peraeru  uii  tfie  unit  tesL 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match   terms    .:^sociated  with  cash   register  procn     =es   to  the  correct 
definitions, 

2.  Label  the  parts  of  a  cash  register. 

3.  State  the  advantages  of  using  the  touch  method  of  checking. 

4.  Describe  the  position  of  the  hand  when  resting  on  the  home-base  keys. 

5.  Distinguish  between  the  finger  positions  for  numbers  using  one  cash  regisit^r 
key. 

6.  Distinguish  between  the  finger  positions  for  numbers  using  more  than  one 
cash  register  key. 

7.  List  the  finger  positions  for  department  kevs. 

S.        Discuss  reasons  for  having  the  manager  periodically  remove  excess  money 
from  the  cash  drawer. 

9.        State  the  amount  of  nionL>y  a  checker  can  pay  out  without  the  manager's 
approvak 

10.        Discuss  the  procedure  for  handling  unclerrings. 

n.        Discuss  the  procedure  lor  fiandling  overrings  on  nnnsutn.racting  cash  register, 

12.        Discuss  the  |)roc£^dure  for  handliiK)  overrings  on  registers  with  a  VOID  or 
REFUND  key. 

'  State    the    proc(}dure    for    handling    dO[)artmuni    errors,    refunds,  and 

adjustments. 

14.       State  reasons  for  recording  sales  immodiatoly. 
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15.  "  Discuss  the  procidure  for  handling  multiple  priced  merchandise. 

16.  Solvi  problems  related  to  multiple  pricing  policy. 

17.  Discuss  the  precautions  which  should  be  taken  when  handling  coupons, 

18.  Discuss  the  procedure  for  handling  food  stamps,  relief,  and/or  welfare 
orders. 

19.  State  the  reasons  for  using  the  correct  size  of  sack, 

20.  List  the  activities  which  the  checker  should  complete  before  operating  the 
register. 

21.  List  the  steps  for  counting  the  change  fund. 

22.  Discuss  the  pruper  method  for  arranging  bills,  coins,  checks,  and  coupons 
in  the  cash  drawer. 

23.  Select  from  a  list  proper  checkstand  procedures, 

24.  Discuss  the  proper  way  to  handle  customer  complaints. 

25.  Discuss  the  precautions  for  preventing  theft  from  the  cash  register. 

26.  Complete  training  station  checklist. 

27.  Demonstrate  the  ability  to: 

a.  Use  the  touch  method. 

b.  Check  and  bag  merchandise. 
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CASH  REGISTER 
UNIT  III 

SUGGESTED  ACTIVITIES 

I ,  TeacherCoordincitor: 

A.  Provicle  student  with  objective  sheet, 

B.  Give  pretest  using  objective  sheet. 

C.  Discuss  unit  and  specific  objectives. 

D.  Provide  student  with  inforniation,  job,  and  assicjniTTent  sheets, 

E.  Discuss  information  and  assignment  sheets, 

F.  Make  transparencies. 

G.  Demonstrate  and  discuss  procedures  outlined  in  the  job  sheets. 

H.  Provide  student  with  dummy  merchandise  of  various  kinds  and  sizes, 

(NOTE:  Dummy  merchandise  may  be  obtained  from  several  companies,  such 
as  General  Mills,  Del  Monte,  Northern  Paper  Company,  Gillette  Company, 
and  Gerber  Company.) 

I.  Provide  student  with  a  local  tax  table, 
J.     Provide  a  watch  with  a  second  hand. 
K.     Provide  paper  bags  of  various  sizes. 

L,  Teach  basic  math  if  necessary. 

M.  Give  test, 

N,  Reteach  if  necessary, 

0,  Test  again  until  minimum  standar  '  is  reached. 
IL  Student: 

A.  Read  objective  sheet. 

B.  Study  information  sheet, 

C.  T  ke  notes, 

D.  Complete  assignment  sheets. 
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E,     Demonstrate  the  ability  to  accomplish  the  procedures  outlined  in  the  job 
sheets. 

Take  test(s). 

INSTRUCTIONAL  MATERIALS 

Inclucled  in  this  unit: 

A.  Objective  sheet 

B.  Information  s!-  t 

C.  Transparency  masters 


1. 

TM 

1" 

Point=of-Sale  System  Sales  Receipt 

2. 

TM 

2 

■Universal  Product  Code 

3. 

TM 

3- 

•Hand  Scanner 

4. 

TM 

4= 

■Modern  Cash  Registers 

5. 

TM 

5^ 

■Proper  Stance  at  Cash  Reyister 

6. 

TM 

6- 

■Can  Sizes 

7. 

TM 

7- 

■Counting  the  Change  Fund 

8. 

TM 

8- 

-Cash  Register  Drawer 

D.     Assignment  sheets 

1,  Assignment  Sheet  #1-l\/lultiple  Pricing  Policy 

2,  Assignment  Sheet  #2-Checkstand  Procedure 

3,  Assignment  Sheet  #3-Training  Station  Checklist 
Answers  to  assignment  sheets 

F.  Job  sheets 

1,  Job  Sheet  ^T  Use  the  Touch  Method 

2.  Job  Sheet   ^2-Check  and  Bag  Merchnndise 

G.  Test 

H.  Answers  to  test  ^  a 
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CASH   fU-  ui!-;  \  i  li 
\u     [  i  i  i 

!Nr  OHM  A  !  SOi^l  Si  il.T  " 


B.  Oyt?fiiM(j  Mtsi    .r'  oi  puiichiiuj  un  ^uiuunii   ht(|hi;.  tht:  j<.hicil  pr;r=/ 

C.  UficiurrifU]  Mii^rjk-^  '.)f  [lunchinn  jn  cjiriouiu  luss  ihaii  tiiu  chmuu!  pricn 

D.  LthitjiM  slp'ni  Forni  on  wliif-fi  ^i  ch>*(;kor  _r«'C:C)rciH  f^nc^rs  twvA  niofiuy  puyorl 
aul  for  liuurns  so  Uuit  tho  uinuuiu  of  iiuMiuy  pLil  inlo        rcKjisiiM  will 

hcihllU::^   Willi    tin?   JiViOUilt    of   injh)?,   aiHl    taXUS   fLIIlC)   Ll[^    ill    thu   UMcl  of  tflO 

flay 

E.  Muilii'^u  fuiciruj  PncifK]  oi  mnrchanflisu  in  luffiis  of  c|UtjfUilies  of  niorfe'  ihnn 
u\w  LHiii;  sometifiius  caitcd  unit  [Kicinci 

Exufnpie;         CuslorTHir  rniiy  [JurchuH-  o/iu  can  for  10c  or,  witli  nuiUifilii 
fjiiciiKj.  tliiHe  Cdiis  fur  -:9c 

F.  Chafigtj  fufici  Sujifily  of  ciuinfjn  pUiCucl  iii  ibn  custi  register  for  usu  during 
thk)  (lay 

Point  of ^salo  systefn  Electronic  cash  register  system  wired  to  ti  coniputer 
whicfi  [Kovides  additional  information  on  the  sales  receipt;  recurds  sales, 
clTanqes  in  inventory,  and  cash  supfily  in  the  accounting  office  (Transparency 
1 )  " 

H.  Ofit^ratiny  crank  Hanfllu  used  to  0[:^erate  an  electric  register  durinci  [)Ower 
failuru 

(NOTE:  The  operating  crank  should  he  ku\^l  wliore  it  can  be  found  (luicklv, 
sOfneplace  othyr  ifian  the  regtstei  diawer.) 

I.  Activity  counter-  Part  of  the  register  which  records  the  nuniljer  of  tinies 
certain  in  forma  tiun  key^  are  used 

(NOTE:  i^/ianjgeinefit  u$us  this  data  to  cfieck  the  number  of  sak?s  by  uacli 
checker  and  the  amount  of  sales  in  each  department  J 

J.  Universal  Product  Coutr  Set  of  numuurs  pnnied  on  a  package  to  ukintiiy 
particukir  prockict,  :TUinufaciurer,  and  [)rM.,e  information  when  scanned  by 
a  poifuufsaie  ca^h  register  systrf!^  (TransfKiiency  2) 
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iNFORMAi  ION  SIHtilHT 


K=  ScinnniM  h isi!  uiniMU  ihat  riUids  in f ornuition  from  the  Univerbfiil  Product 
Coclu;  fiiHtj  Hi  r!RH;ktM''s  luMiti  ur  htiilt  into  the  countorlop  (Trcirisprjrency 
3) 


Transaction  Indication 

Amount  Indication 

Key  Release  Lever 

Classification  Print  Keys 
Operating  Motor  Bar 

"^  Amount  Keys 


^^^^  Coin  Slab 


-  Cash  Drawer 


Transaction  Printing 
on  Audit  Strip 


Aiivan tntjuj;  rjf  usinu  !  aich  nivUhucI  of  cliecktng 

B.     Aliows  niiMcnafui^s».f  lo  bn  [uHidlcLl  nioro  Ccirefully 


EKLC 


iS9 


DE  il  -  103=B 


INFORMATION  SHEl:T 

E.  Ha(k\cm  ^nyiji  truciLiiMiuy  [)V  46'\' 

F.  Ruclucus  luit  clolUir  Um  by  48''o 

G.  Allows  ( h'^ckor  to  face  cListoiiuns  (Tran^pciiOficv  5) 
IV.     Home  Ikisu  keys 

A.  Thuml;  on  the  20  c  key 

(NOTE:  Some  clieckurs  plnce  the  iluimb  oii  the  10c  key  if  il  iR  mure 
cofTifortfible  for  their  htUid.) 

B.  Inclex  fmcjer  on  th^^  50c  key 

C.  Mickilu  fiiKjer  an  thn  7c  kuy 

(NOTE;  Some  checkers  pidce  the  thumb  on  the  6c  key.) 

D.  Side  of  hafuj  or  liiile  fincier  on  the  operciling  motor  bcir 
V,     Finqer  [positions  for  numlier^  using  one  cmh  recjister  key 

A.  Thumb- All  nunibers  beninning  with  or  , below  3 

(NOTE:  Some  checkers  punch  numljers  beginning  with  or  below  4 
depending  on  the  size  of  tlieir  handsT 

Example:         1c,  2C,  3G,  10c,  20c,  30c,  310 

B.  Index  finner  All  nufiibers  beginning  with  or  above  4 
Example:         4c,  5c,  8C.  9c,  BOC,  70c 

VL     Finger  positions  for  numbers  using  more  than  one  cash  register  key 

A.  Pareillel  numbers  beginning  with  or  below  3-Punched  by  placing  the  thumb 
between  tfie  parallel   lumbers  and  pusliing  both  numbers  at  once 

(NOTE:  Some  checkers  are  more  comfortalDie  using  the  thumb  on  numbers 
beginning  with  or  below  4T 

Example;         83.30.  33c,  SI. 10.  22  c 

B.  Parallel  numbers  beginning  with  or  al)0ve  4- Punched  at  the  same  time  by 
the  index  and  middle  fingers 

Example:        44  c,  55c,  88 c,  99c 
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INFORMATiDN  SHEET 

C.  Catercornor  nunil)urs  buyinniinj  with  uf  boiow  3  Punched  at  tho  saine  tifTu! 
with  the}  tiujnib  on  the:  smaller  clicji!  k^^y  f^'^t'  tho  index  finger  on  die  Iriiyur 
dicjit  key 

Exanipio:  For  32c  [hvt  indox  fiiKjer  ivoiild  punch  tlie  3  and  the  thunih 
the  2.  For  23  C  the  tluimb  would  [Hiiich  the  2  tind  tfie  index 
hncjer  the  3 

D.  Catercorner  rumibors  bocjinning  witfi  or  cibove  4--Punched  at  the  sarne  time 
by  the  index  cind  middle  fi nyer 

Example:         45c,  56  c,  76c,  98c,  SO. 80 

E.  All  otlier  numbers  ^Puncfied  at  the  same  time  with  the  thuiTib  on  the  smallcjr 
dicjit  key  and  the  index  fint.jer  on  the  larger  digit  key 

(NOTE;  The  micidio  fincjer  and  thumb  may  be  used  if  the  keyboard  is  too 
long  for  tlie  checker's  hpncL) 

Example;  To  punch  97c  the  checker  would  punch  the  9  with  his  index 
finger  and  7  with  his  thumb.  To  punch  14c  the  checker 
would  punch  the  1  with  his  thumb  and  4  with  his  index 
finger 

VI  h     Finger  positions  for  department  keys  (Job  Sheet  #1) 

A.     Use  the  middle  finger  for  department  keys  on  the  right  side  of  the  keyboarcl 
8.     Use  the  thumb  for  def)artment  keys  on  the  left  side  of  the  keyboard 
VI 11,     Reasons  for  having  the  manager  periodicaliy  remove  excess  money 

A.  Eliminates  the  chance  of  money  (o. mg  out  of  a  full  change  drawer 

B.  Reduces  money  in  the  cash  drawer  in  case  of  robbery 

C.  Keeps  other  chieckers  from  running  low  on  cliafige 

IX.  Wilhout  tfie  manager's  apfjroval  niost  checkers  can  pay  out  only  one  dollar  at 
times  other  thafi  when  making  cliange 

Exam[3le;         Po[)  botde  reiuins  and  refunds 

X,  Uncierrings 

(NOTE:  Tlie  ayercig^/  Sd!e  is  underrung  by  two  cents.) 


191 


DE  II  105-B 


INFORMATION  SHEE^ 


Riiv.;  rliu  ilorn  M]i\\n  fur  Un:  iiniuuru  nucosSLiry  to  bvini]  \i  up  to  tho  corrnct 
\n\ci) 

(-.NunipUj:          If  liiu  clicckei   rnu|H  up  59  C   \k)V  ci  69  C  il'jin,  ihi:  cliuckur 

neods  10  rintj  up  cm  ackiiiinnci  lOC 

Circle  al  oiico  with  eiu  mk  pun  thu  rvvo  nncis  on  ilu?  Uipu  roctnpt 


.53  P 

.29  G 

1.00  G 

,29  G 


UiicMr  riiH); 

59  c   iiorn  riincj 

as  39  c 


C.     Exphiifi  t!u?  riiistdkn  in  ihn  customer 
XI.     OvurrirujS  on  noiisuhiriictincj  Ccinfi  registDr 

A.  Rinfj  iho  itom  ^ujain  fos^  tho  corroct  price 

B.  Eucor  Ehe  entire  amount  of  thu  item  ovorruncj,  the  clupcirtfriunt,  find  the 
saitis  tax  on  thu  ledfit?r  sheet  ifi  ink 

V  ^    is  for  Void 

G      is  for  Grocurv  DefDurtuient 

Tx  -  IS  for  Tax 


I  ttim 


'UK"'- 

PriKt; 

 _^   _ 

c 

03 

C.     Collect  [hn  totcii  nmount  si  1  own  on  tlio  tcipe  and  {)ay  the  customer  tlie 
amoufii  of  the  ovurrinq  if  tiit*  ^ioru  c)ivi!:>  Ccish  refund 
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INFORMATION  SHEET 


D,    Show  the  transyniion  on  the  receipt  tape  if  the  store  subtracts  the  aniount 
of  the  error  from  thu  total  amount  o(  money  collected 

,49  G 

.33  G 

.79  P 

1,49  M 

.59  G  — —error 

39  Q  ^  I  correction 


ST  4.08 
TX  .18 


T  4,26. 


.59  error 
4-  ,03  tax 


XII.    Overrings  on  ci  cash  register  with  a  VOID  or  REFUND  key 

'  A.     Ring  the  wrong  amount  again  while  pushing  the  VOID  or  REFUND  key 

which  will  automatically  subtract  the  wrong  amount 

B.  Ring  the  correct  amount 

C.  Enter  the  error  on  the  lodger  sheet 

(NOTE:  Tax  is  not  refunded  or  shown  on  the  ledger  because  it  has  not 
yet  been  added  to  the  total.) 

XML    Department  errors,  adjustments,  and  refunds  need  to  be  recorded  on  the  ledger 
only 

A,     Department  error 


Item 

■  OK"" 

Price 

S 

c 

F 

A  59  c  produce  item 
incorrectly  rung  up  in 
the  grocery  depart- 
ment. 
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INFORMATION  SHEET 


B,  AdjListnit;m 


Paid  QLit  for  nowsptif)ijry'  = 
S2.95 

Paid  out  for  invoice  ^?73- 
S6J5 


Refund  for  a  bad  cfiickon  returned.    Amount  of  chicken-S249 


r%  

XIV.      RoiiHOf^B  for  recording  sales  imniodiutoly 

A.  Checker  could  forcjet  to  ling  Uf)  nioney  left  for  merchandiHO  alroady  taken 

B.  Merchandise  cjould  easilv  be  rung  w\)  to  tlie  wronfj  departniGni 

C.  ClTecker  could  look  sus|)icious 

XV.    Multiple  pricftd  inerchandise  (Transparency  6) 

A.  Turn  nil  ilonis  price  side  uf) 

1.  Many  itenis  look  alike  but  bave  ciiffGrent  fjr^cus 

2.  Prices  may  lie  confused  because  of  similar  can  si^es 

B.  Se:  aside  all  nuiHiple  priced  itenis  until  tfin  chnnker  can  seci  if  fhe  entire 
?iui!lif?!e  [Kiced  group  is  being  purclias^d 

C.  Remind  the  customer  that  he  shci  zi\\\         money  by  purchasing  the  untirt^ 
multiple  priced  groLfp 
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INFORMATION  SHEET 


XVI.    Multifile  pricincj  policy^^Frciciions  of  a  cont  go  to  the  store  (Assignment  Sheet 
#1) 

Example:  If  a  can  is  marked  3  for  25C,  one  unit  would  cost  9c^  two  units 
would  cost  17c^  and  three  units  would  cost  25c,  Some  stores 
would  ci'Uirye  9c  each  for  two  iterTis 

XV I L  Cou()ons 

(NOTE:  Coufjons  are  cornmorily  refunded  flfter  the  transeiction  is  cofTi|)leted J 

A.  Use  only  at  the  time  inerchandise  is  purchased 

B.  Verify  the  expiration  datCfS 

C.  Are  invalid  unless  the  liroduct  is  fiurchased 

XVII L      Procedure  for  handling  food  stamps,  relief,  and/or  welfare  orders 

A.  Detach  stamps  from  the  original  booklet  in  the  presence  of  the  checker 

B.  Do  not  use  for  bottle  do|)osits,  tobacco,  and  alcoholic  beverages 

C.  Ask  for  identification 

D.  Give  scrip  or  unendorsed  coupons  for  change  instead  of  money 

(NOTE;  A  scrip  is  a  document  used  as  evidence  that  the  holder  is  entitled 
to  something.  It  can  be  used  just  like  money.) 

E.  Do  not  make  it  obvious  to  other  customers  that  you  are  helping  a  customer 
on  a  government  assistance  program 

XIX.     Reasons  for  using  tlie  correct  si^e  of  sack 

A.  Larfier  sacks  are  costly  to  the  store  and  encourage  shoplifting 

B.  Sacks  which  aie  too  srnall  will  tear  and  lose  custofner  cjoodwill 
XX.     Before  operating  the  register 

A.  Cb''^:k  daily  [jrice  clianges 

B.  Check  the  supply  of  tapes  in  the  register 

C.  Do  not  allow  dis[3lays  to  hide  tlie  register 
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INFORMATION  SHEET 

XXL     CoLiiUincj  iIh?  chdiu]^-  luntl  I Ti^iiiispiiruncy  7) 

A.  l<0()p  ci  CijUclhonrd  cuvt^r  ilin  )\\zii  of  tha  hill  cofnpdrtfiiunt  of  tht^  cnsli  drnvv'M 

B.  PIcice  thu  carcJbaeiici  ovur  tfiu        cofiiiitirUnuiit  of  the  cus\^  ikimDv 

C.  Emptv  thu  tjoins  onto  fhn  Ctirclhu.Hrj 

D.  CquiU  tfio  coins  onu  clononHiuitiQn' tit  i\  Unw  as  ihey  aro  pl^jcncj  in  the 
[3rOf5er  comjnirtmont 

E.  Total  the  alnount  of  the  coins  find  CLirrency  on  the  back  of  the  "No  Sale" 
receipt  which  was  issueci  whnn  you  recorcieci  "No  Sale"  to  open  the  cysh 
drawer  \ 

XXI L    Cash  drawer  arrancjement  (Trcinsparency  8) 

A.  Place  all  bills  facincj  the  same  way 

1.  Prevents  tnistakus 

2.  Saves  tinie  arranciincj  the  money  to  send  to  the  bank 

B.  Arrange  the  money  from  right  to  left  with  the  snialler  [:iiis  aiid  coins  on 
the  ricjhi 

C.  Keep  checks,  coLipons,  and  largu  bills  tied  together  willi  a  rubber  band 
or  [5aper  clifi  and  place  tiiem  uncJer  the  change  drawer 

D.  Wrinkle  new  bills  so  ihey  will  not  stick  logeiher 

XXI I L      Checkstand  firocedures  ( Transf}arency  5,  Assignmeni  ShucUs  #2  and  #3.  Job 
Sheet  ^2) 

A.  SniMe  and  gieet  each  cnstoiner 

B.  Wear  coniforiahle  shoes. 

Kuef)  right  hand  Ofi  the  register  and  face  customers  wfiile  leaning 
comfortdbly  on  tlie  l^askets 

Call  aloud  each  price  in  a  clear  distinct  voice 

E.  Groufj  check  [jy  duf^artfrients  as  much  as  possible 

F.  Watch  the  lower  decks  of  shopfii ng  baskets  for  misset]  merchandise 

G.  Give  the  customer  yoLir  individual  attention  and  do  not  discuss  trivial 
matters  or  personal  f)roblems  with  fellow  employees 
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INFORMATION  SHEET 

H.  H^indli?  cofnpkimis  tnctfutly  aful  coin  tuouslv 

(NOTE;  Snint)  chockiMS  ustinuiiu  ihoy  mcuivo  150  cunipUiini^  k\  clay.) 

I.  Mdkn  sLinj  ihu  cusromui  am  sou  \mi\)  heinds  tiway  from  thu  scalu  if  ii  is 
[H'cnssary  tu  woicjli  (iiorchaiuliyu 

J.  Ask  i\w  CListomt}!  if  liu'siiH  mnnls  cinythiiKi  ulsu  hnfoio  lincjinci  up  thi^  total 
K.     Piacu  thu  fiiuney  roctnvucl  fur  itii-i chanclinc:  on  thn  coin  slab  while  niakinc) 

L.     PUiCf^  tlif^  cusioniuf icceifit  witfi  thu  nuMchanclisu  or  in  tliu  ciistonier'H  hand 

M.     Move  Konis  ID  hacHjiticj  aro.i  vviih  thu  loft  hand  while  chockiiK]  with  the 
I i()lit  [land 

(NOTE:  This  should  hu  iiunu  if  a  sackur  is  availabiuT 

N.     Stand  uf)  a  f!atd)otinin  hac;  and  f)lacn  the  sinall  niei chanclise  in  the  bag 
vvitli  tilt?  left  luiiKl  whilu  chucikitu] 

(NOTE;  This  should  \m  i\om  if  a  sacd<or  is  nut  availabloj 
O.     Cai!  for  tin?  sjckors  fRdore  you  netMl  thofn 

p,     FifTish  .HI  liKiistut  ULummiom  befnru  wrappinn  or  sackiiui  if  nierchcjndisu 
{LHjuires  sank  vvithoiit  flat  bottom 

Q.     Invit*'  custointMs  vVditnuj  in  a  luny  line  to  niovo  to  another  reyister 

Leani  the  store  nridt-  usmj  to  call  for  iTulf)  nvei   a')  inteiconi  sysium 

Ev,j[iipU  "CuHtomer  serviee,  number  three"  fniciht  mean  the  cashier 

n^?eds  to  havu  the  manjc|(M=  api^rove  a  customer  s  persoiuil 
ehee  k 

S.      D^MeimifH'  siort^  [joliey  abnu't  wlieru  to  keep  the  casfi  fiujisier  ki^y 
T.     Nevt^r  usf'  ycne  (uvn  rnoru^y  to  finike  cluinee 
U.     Fv'eord  (Nieh^sjle  and  it'^n  st'i)arateiy 
V,     Thank  thi^  customiM^  f^r  shofMiinc}  in  your  busint^ss 
Do  ?u)l  ask   tiu'  customei   th.^  pficc  of  an  itPfn 

X,  not  block  off  the  eheckiUaful  wilfi  [ujople  in  Mfu^  in  order  to  lakt^  a 

brea  k 

Y.     Stop  iiht^ckiiuj  if  i:u5tomur  inturrupts 
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INFORMATION  SHEET 

Z.     Know  the  various  can. and  package  sizes  so  they  will  not  be  checkrn:!  _,at 
a  wrong  sale  price  (Transparency  61 

AA,  Replace  the  tapes  when  colored  streaks  apiiuar  on  the  pafier  , 

(NOTE;  The  checker  usually  replaces  the  customer's  receipt  tape,  and  t.lie 
manager  changes  tfie  detail  audit  tape.  Instructions  for  changing  tapes  are 
usually  inside  the  side  panel  doors,) 

BB,  Be  courteous  to  customer's  children 

CC,  Keep  sacks  stacked  neatly  and  slippery  spots  wiped  up 

XXIV.    Handling  customer  complaints 

A.  Listen 

B.  Apologize  for  any  inconvenience 

C.  Let  the  customer  know  that  you  understand  the  problem 

D.  Do  not  argue 

E.  Thank  the  customer  for  calling  the  matter  to  your  attention 

EKplain  that  individual  items  may  vary  in  price  but  that  overall  prices  are 
about  equal 

G.  Avoid  contradicting  a  customer's  statement  but  emphasize  your  store's 
positive  qualities  and  services 

H,  Call  the  manager  in  situations  that  you  cannot  liandie 
XXV.    Preventing  theft 

A.  Never  invite  customers  behind  the  counter  where  the  register  is  located 

B.  Open  the  register  only  while  ringing  up  a  sale 

C.  Never  be  distracted  or  bend  over  with  the  casli  drawer  open 

(NOTE:  Till  tappers  often  work  in  pairs  so  one  may  distract  the  checker 
by  asking  about  merchandise  while  the  other  takes  money  from  the  cash 
drawer  j 

D.  Close  drawers  before  wrapping  merchandise 

E.  Lock  royistGrs  when  not  in  use 
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Point-of-Sale  System 
Sales  Receipt 


ADAIR'S  SUPERMARKETS 
721  S.  ORLANDO  ST. 
TROY  OHIO  75373 
STORE  59  06/06/74 


GRO 

.790 

MIN  RICE 

GRO 

.25D 

CAN  PEAS 

GRO 

.65D 

RICE 

GRO 

.12D 

PUDDING 

GRO 

1.18D 

POLISH 

GRO 

.290 

SOAP 

GRO 

.19D 

GREEN  PEA 

GRO 

.37D 

TOM  SOUP 

.M.T 

1.98D 

T  BONE 

MT 

2.78D 

RIB  EYE 

GRO 

.070 

KOOL  AID 

GRO 

.070 

K001"'AID 

GRO 

.060 

KOOL  AID 

GRO 

.98D 

SODA  POP 

.30H 

BT  DEP 

GRO 

.320 

SODA  POP 

.10H 

BT  DEP 

GRO 

.34D 

CAKE  MIX 

GRO 

.34D 

CAKE  MIX 

GRO 

.19D 

TOM  flICE 

GRO 

.190 

TOM  RICE 

GRO 

.32D 

CAKE  MIX 

GRO 

.34D 

CAKE  MIX 

GRO 

.34  D 

CAKE  MIX 

GRO 

.380 

CAKE  MIX 

12.88 

TOTAL 

15.00 

CASH 

2,12 

CHANGE 

124  TS 

0003 

01  1 

4.09PM 

New  tapes  allow  more  spaces  per  line  and  may 
be  printed  in  tNO  languages 
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Universal  Product  Code 
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Modem  Cash  Register 


'20  i 


CP 

OS 
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Proper  StanGe  at  Cash  Register 


2  0  i")  . 

TM  5 

O 

ERIC 


Can  Sizes 


/  ; 

no 

6 

WK-^  "Til 

!  IWi 

1  10 

sJL 

8 

iiBUFFETi 

(PICNIC! 

oz, 

1  i 

1 . 

i  .1 

ate 
6  ounces 

Of 

a  fl.  01 

or 
3/4  cup 


Mtely 
8  ounces 
or 

7 1/4  fl,  oz, 
or 

1  cup 


AppfOKimateiy 
10 1/2  ounces 

Of 

9 1/2  fL  oz, 
or 

1  1/4  cups 


Appfoximately 
12  ounces 
or 

1  1/2  cups 


^         ■  ■ 

no 

nol 

300 

303 

Approximately 
IE  1/2  ounces 
or 

13 1/2  fl,  Qt 
or 

1 3/4  mi 


Approximitaly. 

1  pound 
or 

15  fl  OL 

or 

2  cups 


Approxiptely 
1  lb,  13  ouncasj 
or 

1  pt,  10  fl,  oz,j 
or 

3  1/2  cups 


46oz. 


ilNO.  3  CYLINDER 
Approximately 
1  qt.  14  fl,  oz. 

Of 

5  3/4  cupi 


moM 


Q 

fn 
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CASH  REGISTER 
UNIT  ill 


ASSIGNMENT  SHEET  #3==TRAINING  STATION  CHECKLIST 
Show  the  following  checklist  to  your  tr^^i-S  station  ^^rc,™ 
on  the  following  class  period. 


Students  wara  taught  the  following  policies  ooncerning  cash  register  procedures.  If  this 
does  not  agree  with  your  policy,  please  advise  this  tramee. 


1,  Pay-outs  .  ^s/Vn/vv 


Do  not  pay  out  more  than  one  dollar,  at  tiSi  otharthan  when  counting  change, 
without  the  manager's  approvaU 


2,  Underrings 

Rina  the  item  again  for  the  amount  necessary  to  bring  it  up  to  the  correct 
pS  amd  d^^l/'he  two  rings  so  the  customer  will  know  .t  .s  one  ,tem. 


Overrlngs 

Ring  the  correct  price  and  enter  the  error,  dep-tm^t^  t^  ^^'T'Z 
«heet  Collect  the  total  amount  shown  on  the  tape.  Pay  the  customer 
^ringlr^su^act  the  error  from  the  total  before  collectmg  paymen. 
the  subtraction  on  the  sales  receipt. 


4.       Refunds,  adjustments,  and  department  errors 

Record  these  on  the  ledger  and  pay  them  out  in  cash. 

X       X       X       X  X 
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ASSIGNMENT  SHEET  #3 


5.  Coupons 

Verify  expiration  date  and  use  only  for  merchandise  purchased  at  the  time  Place 
coupons  together  with  a  paper  clip  under  the  cash  drawer. 

X        X        X        X  X 

6.  Stamps  and  other  government  assistance  programs 

Stamps  must  btf  removed  from  the  booklet  in  the  checker's  presence  and  may 
not  be  used  for  bottle  deposits,  tobacco,  or  alcoholic  beverages  Ask  for 
Identification  and  give  scrip  or  unendorsed  coupons  for  change.  Do  not  make 
It  obvious  that  you  are  helping  a  customer  on  a  government  assistance  program 


Other  areas  covered 

Operating  a  cash  register,  using  sacks  that  are  the  correct  size,  counting  the 
change  fund,  figuring  multiple  priced  merchandise,  checking  for  daily  price 
changes,  correct  posture  and  stance  at  the  register,  calling  prices  aloud,  checking 
he  lower  decks  of  baskets,  giving  customers  full  attention,  keeping  hands  away 
from  scales,  placing  money  received  on  the  coin  slab  while  making  change  giving 
the  customer  his  receipt,  and  thanking  the  customer  for  shopping  in  your 
business.  •  kk  a  yuui 


The  checker  should  call  the  supervisor  about  any  problems  he/she  does  not  know 
now  to  handle  or  should  not  handle. 


Since  the  m  of  salesperson  keys,  no^sale  keys,  and  mechanisms  which  number 
receipts  and  tell  the  date  vary  with  different  styles  of  registers,  please  explain 
how  your  model  of  register  operates  -  h  -  c^^p.dm 


Supervisor/manager 
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CASH  REGISTER 
UNIT  III 

ANSWERS  TO  ASSIGNMENT  SHEET 

Assignment  Sheet  #1 

1.  ■  S.66 

2.  2  @  Si. 13  each 

3.  S4.67 

4.  $6.48 

5.  S13.34 

6.  a.     3)4  & 

b.  5  1/4C 

c.  S13.65 

d.  2,730 
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CASH  REGISTER 
UNIT  III 

JOB  SHEET  #T  USE  THE  TOUCH  METHOD 

(NOTE:  Accuracy  on  the  cash  register  is  important  because  tho  information  recorded  on 
the  register  tape  may  be  used  to  determine  shrinkage,  measure  sales,  and  influence  decisions 
on  what  to  reorder.  Accuracy  is  also  important  for  winning  a  customer's  confidence, 
particularly  with  rising  prices  and  the  use  of  hand  calculators  by  customers  to  determine 
the  accuracy  of  the  checker.  Develop  the  habit  of  using  the  correct  finger  positions  as 
you  would  in  learning  to  type  or  to  play  a  musical  Instrument,  in  a  short  time  both 
speed  and  accuracy  will  develop.  The  touch  method  may  be  used  on  most  major  kinds 
of  registers.) 

L  Materials 

A,  Cash  register 

B,  Tape 

C,  Dummy  merchandise 

D,  Department  labels  , 

E,  Sample  problems 

F,  Watch 
II.  Procedure 

A,  Place  pieces  of  tape  on  the  home-base  keys  so  you  may  feel  the  keys 
without  watching  the  keyboard 

B,  Label  the  department  keys  A,  B,  C,  D,  and  E 
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JOB  SHEET  #1 

C.  Have  someone  call  the  numbers  on  the  following  pages  aloud 

D.  Practice  checking  until  you  can  accurately  check  each  list  in  one  minute 
or  less 

E.  'Jse  the  tax  table  for  your  area  to  figure  tax  on  the  subtotal 

F.  Add  tax  to  the  subtotal  to  get  the  final  total 
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JOB  SHEET  #1 


Exnrcisfi  1  Exercise 


Arnount 

D(3p;irtnu!iit 

Aniou  nt 

Departn 

.01 

A 

.04 

6 

.10 

D 

.09 

A 

.03 

B 

.90 

C 

,02 

C 

.05 

8 

,01 

A 

.40 

C 

.03 

D 

.80 

C 

2.00 

E 

.08 

B 

.10 

C 

.06 

0 

,01 

B 

.50 

E 

.02 

E 

7,00 

E 

.20 

D 

.60 

A 

,03 

E 

.07 

B 

.01 

A 

6.00 

E 

p 
c 

60 

D 

.20 

c 

.02 

U 

>uo 

Q 

1  n 

E 

1  nn 
1  -UU 

A 
M 

^  on 

D 

.30 

c 

.40 

A 

.10 

D 

.08 

C 

,02 

A 

.09 

D 

3.00 

C 

.70 

D 

,20 

6 

.07 

A 

,02 

B 

4.00 

A 

7,83 

Subtotal 

28.20 

Subtotal 

Tax  Tax 
Total  '  Totu 

222 


ERIC 


142-B 


JOB  SHEET  #1 


Exercise  3  Exercise  4 

Amount   Dspartment  Amount  Department 


1  1 

,  1  i 

n 

.45 

C 

HQ 

r 

.33 

D 

AA 

c 
c 

,56 

A 

D 
D 

.55 

E 

.  I  u 

.89 

c 

•  OU 

D 

D 

.77 

A 

E 

.78 

D 

n 

.01 

E 

.70 

c 
c 

.  V** 

A 

.44 

c 

.80 

c 
c 

02 

B 

.22 

C 

03 

D 

.99 

A 

.55 

A 

.02 

A 

.60 

E 

.05 

B 

.50 

C 

.90 

D 

.66 

B 

.06 

A 

.40 

D 

.88 

C 

.33 

A 

.66 

B 

ni 

E 

.87 

6 

.10 

C 

.11 

D 

.20 

A 

.98 

C 

.88 

D 

,65 

E 

.30 

6 

.03 

D 

.99 

D 

.54 

E 

0.75 

Sub  to  till 

12.14 

Suijtotcil 

Tax  Tax 
Total  Tutai 
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JOB  SHEET  #1 


Exe?rcisiJ  5 
Amount  Department 


.12  A 

.34  C 

,23  B 

,56  C 

.65  A 

.46  E 

.43  B 

.75  D 

2.10  E 

.86  E 

.32  A 

.35  C 

1.20  B 

.76  D 

4.30  E 

.52  A 

3.20  C 

2.30  D 

.61  A 

3,40  E 

.17  B 

.49  D 

,21  C 

.67  B 


Subtotal  25.00 

Tax 

Total  . 

224 

o 

ERIC 


DE  M  •  145-B 


CASH  REGISTER 
UNIT  III 


JOB  SHEET  #2  .CHECK  AND  BAG  MFRCHANDISE 


I,  Materials 

A,  Cash  register 

B,  Dumniy  murchtinflisi' 

C.  Basket  or  box 

D.  Sacks 
!!,  Procedure 

A.  Place  the  followincj  prices  on  dummy  merchandise,  empty  bottles,  empty 
cans,  or  on  slips  of  colored  paper  representincj  different  departments  and 
multiple  priced  fjrouiis  , 

1.10 

3/,49 

4.30 

2/.25 
2.20 
4/.  39 
S,60 
5/1.00 

2  cans  @  3/, 98 
1  can  @  2/.69 
3.30 

3  cans  @  5/, 49 
8,90 

1.20 
4.40 

1  can  @  4/.98 

7.80 

.30 

5.50 

.03 

3,20 

.44 

6.60 

.45 

59.01  Subtotal 
Tax 
Told  I 
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JOB  SHEET  #2 

B.  Remove  items  from  a  basket  or  box  and  place  them  in  sacks  with  the 
loft  hcind  while  checking  by  department  and  multiplb  priced  groups  with 
the  riylit  hand  (vice  versa  for  left^handed  persons) 

C.  Usth  the  uiK  tcible  for  your  locality  and  figure  tax  on  the  subtotal 

D.  Add  tax  to  the  subtotal  to  get  the  final  total 
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CASH  REGISTER 
UNIT  III 


TEST 


1.       Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  appropriate 
numbers  in  the  blanks  provided. 

a.  Form  on  which  a  checker  records  errors 
and  money  payed  for  returns  so  that  the 
amount  of  money  put  into  the  register 
will  balance  with  the  amount  of  sales 
and  taxes  rung  up  at  the  end  of  the  day 

b.  Mistake  of  punching  an  amount  less  than 
^            the  actual  price 


c.  Mistake  of  punching  an  amount 
than  the  actual  price 


er 


d.  Pricing  of  merchandise  in  terms  of 
quantities  of  more  than  one  unit; 
sometimes  called  unit  pricing 

e.  Handle  used  to  operate  an  electric 
register  during  power  failure 

f.  Supply  of  change  placed  in  the  cash 
register  for  use  during  the  day 

g.  Operating  a  cash  register  using  specific 
finger  positions  for  faster  speed/rhythm, 
and  accuracy 

h.  Instrument  that  reads  information  from 
the  Universal  Product  Code;  held  in 
checker's  hand  or  built  into  the 
countertop 

i.  Part  of  the  register  which  records  the 
number  of  times  certain  information 
keys  are  used 

J.  Set  of  numbers  printed  on  a  package  to 
identify  particular  product,  manu^ 
facturer,  and  price  information  when 
scanned  by  a  point-of-sale  cash  register 
system 

k.  Electronic  cash  register  system  wired  to 
a  computer  which  provides  additional 
information  on  the  sales  receipt;  records 
sales,  changes  in  inventory,  and  cash 
'  supply  in  the  accounting  office 


1. 

Overring 

^. 

Multiple  pricing 

3. 

Ledger  sheet 

4. 

Underring 

5. 

Touch  method 

6. 

Universal 

Product  Code 

7. 

Change  fund 

8. 

Scanner 

9. 

Activity  counter 

10. 

Operating  crank 

11. 

Point-of-sale 

system 
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2*       Label  the  parts  of  the  cash  register  by  writing  the  correct  names  in  the  blanks 
provided. 
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Distinguish  between  the  finger  positions  for  numbers  using  one  cash  register  key 
by  placing  a  "T"'  in  front  of  the  amounts  which  would  be  punched  by  the 
thumb  and  an  "1"  in  front  of  those  punched  by  the  index  finger. 

_g.  $2.00 

 _h,  3* 

 ^i.  6  0 

k.  S8.00 


6.  Distinguish  between  the  finger  positions  for  numbers  using  more  than  one  cash 
register  key.  Place  the  letters  "IM"  in  front  of  the  amounts  punched  by  the 
index  and  middle  fingers,  a  "T"  in  front  of  those  amounts  punched  by  the 
thumb,  and  a  "Tl"  in  front  of  those  amounts  punched  by  the  thumb  and  index 
fingers. 


7.  List  the  finger  positions  for  department  keys, 
a. 

b, 

8.  Discuss  the  reasons  for  having  the  manager  periodically  remove  excess  money 
from  the  cash  drawer. 
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9.       State  the  amount  of  money  a  checker  can  pay  out  without  the  manager's 
approvaL 


10,       Discuss  the  procedure  for  handling  underrings. 


11,       Discuss  the  procedure  for  handling  overrings  on  nonsubtracting  cash  register. 


12,       Discuss  the  procedure  for  handling  overrings  on  registers  with  a  VOID  or 
REFUND  key. 


EKLC 


13. 


DE  II  ^  ISI^B 

State  the  prQcedure  for  handling  department  errors,  refunds,  and  adjustments. 


14.  State  two  reasons  for  recording  sales  immediately, 

15.  Discuss  the  procedure  for  handling  multiple  priced  merchandise. 


16.       Solve  the  following  problem  related  to  multiple  pricing  policy. 

Randy  Romantic  wanted  to  send  his  girlfriends  long  stemmed  rpses.  He  decide^d 
to  send  one  rose  to  Aletha,  two  roses  to  Bertha  and  a  half  dozen  roses  to  Kathy, 
Roses  cost  SI 5.95  per  dozen.  What  will  Randy's  florist  bill  be  this  month? 


17,       Discuss  the  precautions  which  should  be  taken  when  handling  coupons. 
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Discuss  the  procedure  for  handling  food  stamps,  relief,  and/or  welfare  orders. 


19.  State  the  reasons  for  using  the  correct  size  of  sack, 
a. 

b. 

20.  List  the  activities  which  ^he  checker  should  completi  before  operating  the 
register, 

a. 

b. 

c, 

21.  List  the  steps  for  counting  the  change  fund, 
a. 

b. 
c. 
d. 
e. 

22.  Discuss  the  proper  nnethod  for  arranging  coins,  bills,  checks,  and  coupons  in 
the  cash  drawer,  ^ 
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Select  from  the  list  below  proper  checkstand  procedures  by  placing  an  "X"  in 
the  blanks  provided, 

a.  Smile  and  greet  each  customer 

b.  Call  aloud  each  price  in  a  clear  distinct  voice 

c.  Ask  the  customer  if  he/she  needs  anything  else  before  ringing  up  the 
total 

d.  Conduct  lengthy  personal  conversations  with  customers  and  fellow 
employees 

 ^e.  Place  money  immediately  into  the  cash  drawer  before  making  changa 

f.  Place  the  customer's  receipt  with  the  merchandise  or  In  the  customer's 
hand 

g.  Determine  store  policy  about  where  to  keep  the  cash  register  key 
 ^h.  Lump  sales  together 

i.    Wrap  merchandise  before  completing  register  transactions 
].    Thank  the  customer  for  shopping  in  your  business 
k.  Replace  the  tapes  when  colored  streaks  appear  on  the  paper 
Discuss  the  proper  way  to  handle  customer  complaints. 


Discuss  the  precautions  for  preventing  theft  from  the  cash  register. 


Complete  training  station  checklist. 

Demonstrate  the  ability  to: 

|K>;y;.  a.     Use  the  touch  method, 

'  b.     Check  and  bag  'merchandise. 

V      r  (NOTE:  If  activities  26  and  27  have  not  been  accomplished  prior  to  the  test,  ask 

your  instructor  when  they  should  be  completed^ 
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CASH  REGISTER 
UNIT  III 


ANSWERS  TO  TEST 

1.  a.     3  5 

b.  4  h.  8 

c.  1  9 

d.  2  j,  6 

e.  10  k.  11 

f.  7 

2.  a.  Transaction  indication 

b.  Amount  indication 

c.  Key  release  lever 

d.  Classification  keys 
Operating  motor  bar 

f.  Amount  keys 

g.  Coin  slab 

h.  Cash  drawer 

i.  Transaction  printing  on  audit  strip 

3.  Any  three  of  the  following: 

a.  Increases  speed 

b.  Allows  merchandise  to  be  handled  more  carefully 
Makes  it  easier  to  watch  prices 

d.  Causes  less  frustration  and  fatigue 

e.  Reduces  error  frequency  by  46% 

f.  Reduces  net  dollar  loss  by  48% 

g.  Allows  checker  to  faco  customers 
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4=       Description  should  include: 

a.  Thumb  on  the  200  key 

a. , .. 

b.  Index  finger  on  the  50$  key 

c.  Middle  finger  on  the  1%  key 

d.  Side  of  hand  or  little  finger  on  the  operating  motor  bar 

5.  a,     T  e.     T  i,  I 

b.  I  f,      I  j.      T  ' 

c.  I  T  k.  i 

d.  T  h.  T 

6.  a.     T  e,     IM  L      IM  m,  Tl 

b.  T  f,     Tl  j.      IM  n,  Tl 

c.  IM  g.     IM  k.     T  o,  Ti 

d.  Tl  h,     Tl  L      TI  p.  IM 

7.  a.     Use  the  middle  finger  for  department  keys  on  the  right  side  of  the  keyboard 
b.     Use  the  thumb  for  the  department  keys  on  the  left  side  of  the  keyboard 

8.  Discussion  should  include: 

a.  Eliminates  the  chance  of  money  faHing  out  of  a  full  change  drawer 

b.  Reduces  money  in  the  cash  drawer  in  case  of  robbery 

c.  Keeps  other  checkers  from  running  low  on  change 

9.  SI  ,00 

10,        Discussion  should  include: 

a.  Ring  the  item  again  for  the  amount  necessary  to  bring  il  up  to  the  correct 
price 

b.  Circle  at  once  witli  an  ink  pen  tlie  two  rings  on  tliu  tape  receipt 

c.  Explain  thu  mistake  to  the  custnmor 
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11,  Discussion  should  include: 

a.  Ring  the  item  again  for  the  correct  price 

b.  inter  the  entire  amount  of  the  Item  overrung,  the  department,  and  the 
sales  tax  on  the  ledger  sheet  in  ink 

c.  Collect  the  total  amount  shown  on  the  tape  and  pay  the  customer  the 
amount  of  the  overring  if  the  store  gives  cash  refund 

d.  Show  the  transaction  on  the  receipt  tape  if  the  store  subtracts  the  amount 
of  the  error  from  the  total  amount  of  money  collected 

12,  Discussion  should  include: 

a.     Ring  the  wrong  amount  again  while  pushing  the  VOID  or  REFUND  key 
which  will  automatically  subtract  the  wrong  amount 

b/     Ring  the  correct  amount 

c.     Enter  the  error  on  the  ledger  sheet 

13,  Need  to  be  recorded  on  the  ledger  only 

14,  Any  two  of  the  following: 

a.  Checker  could  forget  to  ring  up  money  left  for  merchandise  already  taken 

b.  Merchandise  could  easily  be  rung  up  to  the  wrong  department 

c.  Checker  could  look  suspicious 

15,  Discussion  should  include: 

a.  Turn  all  items  price  side  up 

1.  Many  items  look  alike  but  have  different  prices 

2,  Prices  may  be  confused  because  of  similar  can  sizes 

b.  Set  aside  all  multiple  priced  items  until  the  checker  can  see  if  the  entire 
multiple  priced  group  is  being  purchased 

c.  Remind  customer  that  he/she  can  save  money  l)y  fHjrchastng  the  entire 
multiple  priced  group 

16,  S11J7 

207 


Discussion  should  include: 

a.  Use  only  at  the  time  merchandise  is  purchased 

b.  Verify  the  expiration  dates 

c.  Are  invalid  unless  the  product  is  purchased 
Discussion  should  include: 

a.  Detach  stamps  from  the  original  booklet  Ip  the  presence  of  the  checker 

b.  Do  not  use  for  bottle  deposits,  tobacco,  and  alcoholic  beverages 

c.  Ask  for  identification 

d.  Give  scrip  or  unendorsed  coupons  for  change  instead  of  money 

e.  Do  not  make  it  obvious  to  other  customers  that  you  are  helping  a  customer 
on  a  government  assistance  program 

a.  Larger  sacks  are  costly  to  the  store  and  encourage  shoplifting 

b.  Sacks  which  are  too  small  will  tear  and  lose  customer  goodwill 

a.  Check  daily  price  changes 

b.  Check  the  supply  of  tapes  in  the  register 
C.     Do  not  allow  dispiays  to  hide  the  register 

a.  Keep  a  cardboard  cover  the  size  of  the  bill  compartment  of  the  cash  drawer 
in  a  convenient  place 

b.  Place  the  carboard  over  the  bill  compartment  of  the  cash  drawer 

c.  Empty  the  coins  onto  the  cardboard 

d.  Count  the  coins  one  denomination  at  a  time  as  they  are  placed  in  the 
proper  compartment 

.  e.     Total  the  amount  of  the  coins  and  currency  on  the  back  of  the  "No  Sale 
receipt  which  was  issued  when  you  recorded  "No  Sale"  to  open  tho  cash 
drawer 

Discussion  should  include: 

a.     Place  all  bills  facing  tho  same  way 

1)  Prevents  mistakes 

2)  Saves  time  arranging  money  to  send  to  the  l)ank 
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Arrange  the  money  from  right  to  left  with  the  smaller  bills  and  coins  on 
the  right 

c.  Keep  checks,  coupons,  and  large  bills  tied  together  with  a  rubber  band 
or  paper  clip  and  place  them  under  the  change  drawer 

d.  Wrinkle  new  bills  so  they  will  not  stick  together 

23.  a,  b,  c,  f,  g,  j,  k 

24.  Discussion  should  include: 

a.  Listen 

b.  Apologize  for  any  inconvenience 

c.  Let  the  customer  know  you  understand  the  problem 

d.  Do  not  argue 

e.  Thank  the  customer  for  calling  the  matter  to  your  attention 

f.  Explain  that  individual  items  may  vary  in  price  but  that  overall  prices  are 
about  equal 

g.  Avoid  contradicting  a  customer's  statement  but  emphasize  your  store's 
positive  qualities  and  services 

h.  Call  the  manager  in  situations  that  you  cannot  handle 

25.  Discussion  should  include: 

a.  Never  invite  customers  behind  the  counter  where  the  register  is  located 

b.  Open  the  register  only  while  ringing  up  a  sale 

c.  Never  be  distracted  or  bend  over  with  the  cash  drawer  open 

d.  Close  drawers  before  wrapping  merchandise 

e.  Lock  registers  when  not  in  use 

26.  Evaluated  to  the  satisfaction  of  the  teacher^coordinator 

27.  Performance  skills  evaluated  to  the  satisfaction  of  the  teacher-coordinator 
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SHOPLIFTING  PREVENTION 
UNIT  IV 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  assist  in  the  reduction  of 
stealing  in  retail" stores.  The  student  should  be  able  to  explain  in  writing  the  emotional 
side  of  shoplifting;  to  cooperate  in  controlling  the  problem  of  external  theft  through 
recognition  of  how  the  shoplifter  steals;  and  to  ecplain  techniques  for  prevention  of 
shoplifting  by  both  the  employee  and  the  manager.  The  student  should  be  able  to 
demonstrate  the  ability  to  interpret  the  shoplifting  law  of  the  state  of  Oklahoma,  This 
knowledge  will  be  evidenced  through  demonstration  and  by  scoring  eighty-five  percent 
on  the  unit  test. 

SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  shopiifting  to  the  correct  definitions. 

2.  Discuss  in  writing  the  emotional  side  of  shoplifting. 

3.  Describe  ten  types  of  potential  shoplifters. 

4.  Tell  the  methods  used  by  the  shoplifter  when  stealing. 

5.  Discuss  the  times  most  shoplifting  occurs. 

6.  Differentiate    between    the   employee's   responsibilities   for  preventing 
shoplifting  and  management's  safeguards. 

7.  List  the  factors  that  contribute  to  the  growth  of  shoplifting, 

8.  Demonstrate  the  ability  to  interpret  the  Oklahoma  shoplifting  law. 

9.  Solve  problems  showing  the  economic  impact  of  shoplifting, 

10,  Write  a  report  describing  the  effects  of  shoplifting  on  the  community. 

11.  Discuss  unit  with  employer. 
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SHOPLIFTriMG  PREVENTION 
UNIT  IV 


SUGGESTED  ACTIVITIES 


I ,  Teacher^Coordinator: 

A.  Provide  student  with  objective  sheet. 

B.  Provide  student  with  information  and  assignment  sheets. 

C.  Make  transparencies. 

Discuss  unit  and  specific  objectives. 

E.  Discuss  the  information  and  assignment  sheets.  Ask  the  student  to  take 
unit  to  employer  for  discussion. 

F.  Discuss  the  need  for  this  kind  of  unit  in  terms  of  marketing, 

G.  Contact  resource  people,  such  as  a  shoplifting  specialist  from  the  adult 
education  center,  local  police  department,  a  lawyer,  a  department  store 
manager,  a  store  security  officer,  or  a  polygraph  specialist.  Have  students 
write  a  brief  summary  of  the  speaker's  presentation,  including  the  speaker's 
name  and  occupation, 

(NOTE:  Oklahoma  teachers  may  contact  the  Director  of  the  Adult 
Education  Center  in  Oklahoma  City  or  Tulsa  about  conducting  a  shoplifting 
prevention  seminar  for  DE  training  station  sponsors  and  other  business 
peoplej 

H.  Arrange  to  have  the  posters  displayed  in  school  and  in  training  stations. 
The  teacher^coordinator  could  arrange  to  have  employers  and  art  teachers 
judge  the  posters. 

I.  Order  films, 
J.     Give  test. 

IL  Student: 

A.  Read  objective  sheet. 

B.  Study  information  sheet. 

C.  Complete  each  assignment. 

D.  Take  test. 
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INSTRUCTIONAL  MATERIALS 

i.    Included  In  this  unit: 

A.  Objective  sheet 

B.  Infarrnation  sheet 

C.  Transparency  masters 

TM  V-Shoplifting  Is  StealingI 

2.  TM  2-Shoplifting  Detection  Guide 

3.  TM  S^^Shoplifting  Is  a  Crime 

D.  '   iiynmsnt  sheets 

i        Absignment  Sheet  #1 --Psychology  of  Shoplifting 

2.  Assignment  Sheet  #2^-Prevention  of  Shoplifting 

3.  Assignment  Sheet  #3-Oklahoma  Shoplifting  Law 

4.  Assignment  Sheet  #4-^Economic  Impact  of  Shoplifting 

5.  Assi.g&went  Sheet  #5^-Effedts  of  Shoplifting  on  Your  Community 

6.  Assignment  Sheet  #6^^Discuss  Unit  with  Your  Employer 

E.  Answers  to  assignment  sheets 

F.  Test 

G.  Answers  to  test 
IK  References: 

A,  Curtis,  Bob.  Socurity  Control:  External  Thaft,  New  York:  Chain  Stores 
Publishers  Corporation,  197T 

B.  Rudnitsky,  Chcirles,  and  Wolff,  Leslie  M,  Haw  to  Stop  Pilfarage  In  Bnslnuss 
w)d  lf)c/uslry.  Nuw  York:  Pilot  Books,  1961, 

A  Briof  Giikk}  lo  Elocironic'  Soiiirity  Alarni  Systonis.  Ohio  Distributive 
Education  Sofvicos,  1974; 
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D.  Mallengly,  Jon.  Training  for  Self-Stirvice  Stores  Manual,  Ohio  D,E.  Materials 
Laboratory,  1885  Neil  Avenue,  115  Townshend  Hall,  Cclumbus,  Ohio 
43210.  See  Section  V,  p,  3S. 

ML  Films 

A,  "Rip=Off,"  Available  from  Safeway  District  Office,  400  N.E.  36th, 
Oklahoma  City,  Oklahoma  73100. 

This  film  deals  with  shoplifting  in  a  grocery  store, 

B,  "Who,  Me?"  Available  from  T.G,&  Y,  3815  North  Santa  Fe,  Oklahoma 
City,  Oklahoma  73100. 

This  film  runs  fourteen  minutes  and  covers  the  need  for  following 
established  procedures  in  order  to  minimize  loss. 

C.  "Caught,"  Available  from  National  Retail  Merchants  Association,  Book 
Order  Department,  100  West  31st  Street,,  New  York,  NY  10001, 

This  film  deals  with  shoplifting  in  a  department  store,  Use  the  companion 
pamphlet  "Shoplifting  Is  Stealing"  and  the  case  study  "Teen-age 
Shoplifting,"  both  available  from  National  Retail  Merchants  Association, 

D.  "Shopiifting."  Available  from  ACI  Films,  Inc.;  35  West  45th  Street;  New 
York,  New  York  10036. 

IV.    Additional  materials 

A,  Astor,  Saul  D,  Security  and  Loss  Prevention^  Management  Safeguards 
Insurance,  347  Fifth  Avenue,  New  York,  NY  10016, 

B.  "Employee's  Role  in  Theft  Reduction,"  197T  Available  from  Vocational 
Education  Media  Center,  Clemson  University,  Clemson,  South  Carolina 
29631. 

Forty  seven  slides  with  script  emphasize  the  need  for  the  employee  to  use 
effective  security  practices. 
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SHOPLIFTING  PREVENTION 
UNIT  IV 

INFORMATION  SHEET 

Terms  and  definitions 

A.    External  theft^^Custonier  theft  of  merchandise,  usually  called  shoplifting  or 
boosting 

Shoplifting-Stealing  of  merchandise,  most  often  directly  from  the  selling 
floor;  a  crime  punishable  by  law 

(NOTE:  Pilferage  refers  to  a  customer  stealing  in  small  quantities  from 
hotels,  restaurants,  and  service  businesses.) 

C.  Internal  theft^^Breach  of  faith  by  dishonest  employees  who  steal  goods  or 
money  from  employers 

(NOTE:  Embezzlement  refers  to  theft  of  money,) 

D.  Repercussion-Effect  of  an  act  or  nction 

E.  Remorses-Sense  of  distress  arising  from  guilt  for  past  wrongs 
Kleptomaniac-Person  who  has  a  persistent  neurotic  impulse  to  steal 

G.  Shoplifting  prevention  detector-Installation  used   to  prevent  or  detect 
shoplifters 

H.  Felony-Crime  Involving  serious  punishment 

L  Misdemeanor^^Crime  involving  less  serious  punishment  than  a  felony 

J.  Surveillance-Close  watch  kept  over  a  f)erson  or  group;  vigilance 

K.  Impulse-Sudden  action  without  much  thinkincj 

L,  Permissive-Action  wliich  is  allowed  or  tolerated  t)y  some  groups 

M.  Resentment-Unfileasant  feeling  al30ul  something  that  is  wrjng 

N.  Larceny^^Stealing;  theft 

Q.  Petit  larceny-Slenlificj  iioms  valued  below  an  amount  set  by  "law 
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Emotional  side  of  shoplifting  (Transparency  1,  Assignment  Sheet  #1) 
A.  Shoplifter 

1 .  Motivations 

a.  Nee^ 

1)  Basics 

2)  Luxuries 

b.  For  "fun"  or  to  be  part  of  the  "in"  group 

c.  Store  ''owes"  it  to  him;  feels  an  inner  resentment  toward 
company 

d.  Cannot  find  a  salesperson 

e.  On  dare  or  impulse 

f.  Just  to  see  if  he  can  get  away  with  it 

g.  Cannot  pass  up  the  chance  to  get  something  for  nothing 

h.  Add  excitement  to  his  life 

i.  Cannot  resist  it 

j.  Desire  for  attention 
k.     Threat  from  others 

2.  Feelings 

a.  Excitement 

b.  Fear  of  being  caught 

1)  Repercussions  from  family,  friends,  others 

2)  Legal  repercussions 

c.  Remorse-Need  to  make  up  for  wrongdoing 

d.  Restitution-Need  to  return  the  items  to  the  rightful  owner 
or  pay  their  full  value 
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INFORMATION  SHEET 

B.  Societv 

1,  Some  segments  consider  shoplifting  as  socially  acceptabici 

2,  Public  is    Dt  aware  shoplifting  costs  the  honest  customer 

(NOTE:  Losses  resulting  from  eKternal  and  internal  theft  amount 
to  S137  per  year  for  each  citizenj 

3,  Contact  between  owner  arid  customer  is  lost;  feeling  that  no  onu 
person  is  being  hurt  by  the  theft 

4,  Increase  in  shoplifting  represents  moral  breakdown 

a)  Permissive  attitudes  towards  discipline 

b)  Lack  of  respect  for  rights  of  others 

c)  Attitude  of  "it's  OK  if  you  can  get  away  with  it" 
ItL    Types  of  potential  shoplifters 

A.  Juvenile 

1.  Is  a  nuisance 

2.  Takes  candy^  small  toys,  and  inexpensive  items 

3.  Is  inclined  toward  deviltry 

4.  Should  be  served  quickly  to  get  him  out  of  the  store 

5.  Makes  up  eighty  to  ninety  percent  of  shoplifters;  steals  ten  percent 
of  dollar  value 

B.  Thrilf-seeker 

T  Steals  for  thrill  of  the  risk;  does  not  involve  need 

2.  Wants  to  "show  off"  or  takes  a  dare 

3.  Requires  extra  watching  by  store  personnel 

C.  Person  of  limited  means 

1.  Needs  something  for  family  or  home 

2.  Cannot  afford  beautiful  things 

3.  Represents  small  number  of  thieves 
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INFORMATION  SHEET 

D.  KleptornaniciC 

1.  Steals  because  of  mental  illness 

2.  Feels  cheated  and  wants  to  get  even 

3.  Is  careful  in  preparing  for  theft 

4.  Is  often  fneniber  of  well  to  do  family 

5.  Needs  psychiatric  care  not  criminal  action 
Professional 

T        Steals  for  profit 

2.  Is  difficult  to  detect  because  he  is  confident 

3.  Takes  expensive  merchandise  to  be  resold  through  receiver  of 
stolen  goods  called  a  "fence" 

4.  Makes  up  ten  to  twenty  percent  of  shoplifters;  steals  ninety 
percent  in  dollar  value 

F .     Tea  m 

T        One  person  talks  to  the  salesperson 

2.  Second  person  steals  merchandise 

3.  Juveniles  often  work  in  teams 
"Tipsy"  customer 

1.  Acts  as  if  he  is  drunk,  dazed,  or  ill 

2.  Staggers  near  counter  and  picks  up  goods 
H,     "Refund"  racket 

1.  Returns  ^^tolen  goods  to  store  for  a  refund 

2.  Presents  sales  check  found  on  floor 
L  Huusewife 

1.  Steals  low  r>riced  merchandise 

2.  Is  difficult  to  control  t3ecause  stolen  goods  are  concealed  on  her 
person 

3.  rhreatens  law  suit  if  attempt  is  made  to  searcli  her 
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INFORMATION  SHEET 

J.      Drug  addict 

1.  Needs  cash  to  purchase  drugs 

2.  Enters  store  with  a  group 

3.  Steals  anything  but  prefers  high  cost  items 

IV,    Methods  shoplifter  uses  to  steal  merchandise  (Transparency  2) 
(NOTE:  Methods  of  concealment  are  often  called  tools.) 

A.  Palming 

1.  Conceals  small  items  in  hand 

2.  Drops  object  into  inside  pockets  in  clothes 

B.  Mingling  with  crowds 

1.  Mixes  among  other  shoppers 

2.  Approaches  busy  counters  undetected 

3.  Does  not  like  to  be  greeted  by  salespersons 

C.  Handling  several  items  at  one  time 

1.  Appears  to  be  making  a  choice 

2.  Secrets  one  or  more  items  in  container 

D.  Using  the  dressing  rooms 

1.  Takes  several  garments  to  dressing  room  = 

2.  Puts  on  all  garments 

3.  Wears  garments  out  of  store 

E.  Running 

1.  Grabs  item 

2,  Leaves  store  quickly 
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V,    Times  most  shoplifting  occurs 

A,  Time  of  day 

(NOTE:  Shoplifters  hit  when  the  salespeople  are  least  attentivej 

1.  Early  morning 

2.  Noon 

3.  Before  closing 

B.  Time  of  year 

1 .  Christmas 

2,  Back-to-school  time 

VL    Ways  to  prevent  shoplifting  (Assignment  Sheet  #2) 

(NOTE:  The  employee  is  actually  the  heart  of  prevention.) 
A,     Employee's  responsibilities 

1.  Practice  good  sales  techniques 

a.  Greet  customers  promptly  and  professionally 

b.  Do  not  leave  department  unattended 

c.  Wrap  packages  properly 

d.  Destroy  sales  slips  left  on  the  counter  and  floor 

2.  Know  tb'  merchandise 

a.  Know  the  prices;  do  not  allow  switching 

b.  Know  what  merchandise  the  customer  takes  into  dressing 
room? 

c.  Check  merchandise  for  hidden  items  at  time  of  sale  by 
opening  boxes  and  running  hands  over  folded  items 

3.  Be  observant  ^ 

a.  Keep  your  eyes  on  sales  floor  and  customers 

b.  Notice  what  people  bring  into  the  department 
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c.  Fold  and/or  staple  the  tops  of  sacks 

d.  Know  the  enemjes  and  how  they  work 
4.        Learn  your  store  policies 

Management's  safeguards 

1.  Train  employees 

2.  Plan  store  layout  carefully 

a.  Avoid  cluttered  and  high  shelves  and  displays 

b.  Keep  departments  welMighted 

c.  Do  not  place  displays  near  doors 

d.  Display  expensive  merchandise  in  locked  showcases 

e.  Rotate  merchandise  location 

(NOTE:  Clothing  stares  with  movable  racks  often  use  this 
method.) 

3.  Use  wide  angle  mirrors 

4.  Employ  security  personnel 

Example;        Security  personnel  who  are  uniformed  or  who  wear 
plain  clothes 

5.  Install  shoplifting  prevention  detectors 

6.  Prosecute  shoplifters 

7.  Reward  employees  for  being  alert  to  potential  thieves 

8.  Post  store  policies  and  warnings  about  shoplifting 
VI L    Factors  that  contribute  to  growth  of  shoplifting 

A.  Increase  in  number  of  self-service  stores 

B.  Display  techniques  making  merchandise  more  available  to  shoppers 

C.  Fewer  famlly^owned  stores 

(NOTE;  Customer  cannot  relate  to  large  corporations^ 

D.  High  prices 

(NOTE:  People  feel  companies  are  making  too  much  profitj 
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E.  Not  enough  trained  employees 

F.  Lenient  attitude  of  store  toward  prosecution 

G.  Difficulty  in  obtaining  enough  proof  to  stop  suspects 

H.  Lower  morals,  attitudes,  ethics,  and  standards 

Vlll.    Shoplifting  law  of  Oklahoma  (Transparency  3,  Assignment  Sheet  #3) 

A.  Shoplifting  is  said  to  take  place  whenever  merchandise  is  concealed 
Example:        Placing  merchandise  in  a  pocket 

B.  When  the  total  value  of  the  merchandise  stolen  totals  820.00  or  more,  the 
crime  changes  from  a  misdemeanor  to  a  felony  with  increased  punishment 
and  a  more  damaging  criminal  record 

C.  Suspected  shoplifter  may  legally  be  detained  and  searched 

(NOTE:  This  may  take  place  either  inside  or  outside  the  store,  but  caution 
should  be  taken  not  to  slander  or  falsely  accuse  the  suspectj 
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Sliipiiftiiii  Detectioii  Gyide 


TM,.2. 


Petit  larceny,  Misdeameanor, 
Theft  of  Less  Than  m, 

Punishable  by  Fine 
$10-100  and/or 
Up  to  30  Days 


ail; 


"John  Doe.  shoplifting, 

guilty  plea,  fined  $50 
 plus  costs;" 


Grand  larceny,  Felony 
shable  by  Up  to  5 


Years  Imprisonment; 


"Sue  Roe,  shoplifting, 
plea  of  not  guilty, 
arch  30;" 
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SHOPLIFTING  PREVENTION 
UNIT  IV 

ASSIGNMENT  SHEET  #1-^PSYCH0L0GY  OF  SHOPLIFTING 

A  young  woman  told  this  story  about  shoplifting  during  an  interview  with  a  newspaper 
reporter. 

"I  didn't  try  to  rip  anything  off.  (The  thing  they  got  me  for  was  a  bottle  of  nail  polish,) 
!  just  went  in  to  buy  an  album  but  they  didn't  have  the  record  I  wanted  so  I  kinda 
looked  around  the  makeup  and  stuff.  So  I  started  out  to  the  car  to  get  some  change 
-  cause  it  was  silly  to  write  a  check  for  nail  polish.  When  I  started  out  the  door,  a  buzzer 
sounded  -  I  guess  'cuz  I  had  the  polish  in  my  hand.  Somebody  kept  saying,  "Did  you 
forget  to  pay  for  something?''  Then  they  arrested  me.  I  didn't  tell  my  folks.  jVly  mom,  well, 
you  know,  I  just  couldn't  eKplain  to  her.  My  boyfriend  couldn't  believe  I  was  arrested. 
Everybody  makes  jokes  about  it  like,  "Wow,  a  dollar,  couldn't  you  afford  that?"  My 
friends  don't  think  I  meant  to  steal  anything.  Well,  people  think  merchants  rip  them  off 
all  the  time,  so  why  shouldn't  they  rip  merchants  off  too?" 

OK.  After  reading  the  story,  write  a  paragraph  discussing  why  you  believe  the  girl  acted 
the  way  she  did  about  taking  the  polish  out  of  the  store.  Why  do  you  think  she  couldn't 
tell  her  folks  but  did  tell  her  boyfriend?  How  do  you  think  she  felt  afterwards? 

You  will  be  graded  on  spelling,  grammar,  and  how  clearly  you  express  your  ideas. 
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SHOPLIFTING  PREVENTION 
UNIT  IV 

ASSIGNMENT  SHEET  #2"PREVENTI01M  OF  SHOPLIFTING 

As  a  part  of  a  community  anti-shoplifting  campaign,  you  have  been  asked  to  prepare 
anti-shoplifting  posters  and  pamphlets.  Distribute  these  to  grade  schools  and  employers. 
Here  is  the  information  you  will  need, 

THEME:  Shoplifting;  Prevention/Consequences 

PURPOSE:  To  give  you  an  opportunity  to  show  employers  a  practical 

application  of  classroom  instruction 

CRITERIA:  Originality;  Neatness;  Impact  (Will  the  poster  influence  people  not 

to  shoplift?) 

SIZE  &  MATERIALS:   18"  x  24'*^-Use  anything  the  teacher  can  supply  or  that  you  can 

bring  from  home 
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SHOPLIFTING  PREVENTION 
UNIT  IV 


ASSIGNIVIENT  SHEET  #3 -OKLAHOMA  SHOPLIFTING  LAW 


The  DE  teachencoordinaior  will  divide  the  class  into  groups  of  two.  After  class  discussion 
of  the  law  given  below,  the  groups  will  present  roleiDlaying  situations  in  which  one  person 
represents  the  apprehended  shoplifter  and  the  other  the  law  enforcement  officer. 

The  "shoplifter"  will  attempt  to  explain  why  lie  stole  nierchandise  and  the  "officer"  will 
eKplain  the  legal  penalties  for  the  crime. 

TITLE  22  SECTION  1343  1344 

Larceny  of  merchandise  held  for  sale  in  retail  or  wholesale  establishments: 

SECTION  1.  Larceny  of  merchandise  held  for  sale  in  retail  or  wholesale 
establishrnents  shall  be  punishable  as  follows: 

(A)  First  offense  filed  in  State  Courts 

For  the  first  conviction,  in  the  event  the  value  of  the  goods,  edible  meat  or 
other  corporeal  property  which  has  been  so  taken  is  less  than  Twenty  Dollars 
(S20.00),  punishment  shall  be  by  imprisonment  in  the  county  jail  not  eKceeding 
thirty  (30)  days,  and  by  a  fine  not  less  than  Ten  Dollars  (S10.00)  nor  more 
than  One  Hundred  Dollars  (S100>00). 

(B)  Second  offense  after  being  convicted  once  before 

If  it  be  shown,  in  the  trial  of  a  case  in  which  the  value  of  the  GOODS,  edible 
meat  or  other  corporeal  property  is  less  than  Twenty  Dollars  ($20,00),  that 
the  defendant  has  been  once  before  convicted  of  the  same  offense,  he  shall, 
on  his  second  conviction,  be  punished  by  confinement  in  the  county  jail  for 
not  less  thanlhirty  (30T  days  nor  more  than  one  (1)  year,  and  by  a  fine  not 
exceeding  One  Thousand  Dollars  (81,000.00), 

(C)  Third  offense  after  being  convicted  twice  before 

If  it  be  shown,  upon  the  trial  of  a  case  where  the  value  of  the  goods,  edible 
meal  or  other  corporeal  personal  property  is  less  than  Twenty  Dollars  (S20.00), 
that  the  defendant  has  two  or  more  times  before  been  convicted  of  the  same 
offense,  regardless  of  the  value  of  the  goods,  edible  meat  or  other  corporeal 
personal  property  involved  in  the  first  two  convictions,  upon  the  third  or  any 
subsecjuent  conviction,  the  punishment  shall  be  by  confinement  in  the 
ponitentmry^lQr~not  -  less  than  two  (2)  nor  more  than  five  (5)  years. 
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:■::(□)   In  the  event  the  value  of  the  goods,  edible  meat  or  other  corporeal  propertY 
:  •  '  is  Twenty  Dollars  ($20.00),  or  more,  punishment  shall  be  by  confinement  in 
the  penitentiary  for  not  less  than  one  (1)  year  not  more  than  five  (5)  years. 


]..V..  ■ 

sur- 


passed into  law  on  the  8th  day  of /May  1967 

SECTION  2.  Any  merchant,  his  agent  or  employee,  who  has  reasonable  grounds 
or  probable  cause  to  believe  that  a  person  has  committed  a  wrongful  taking 
:pf  merchandise  or  money  from  a  mercantile  establishment,  may  detain  such 
person  in  a  reasonable  manner  for-a  reasonable  length  of  time  for  all  or  any 
of  the  following  purposes: 

(A)  Conducting  an  investigation,  including  reasonable  interrogation  of  the 
detained  person,  as  to  whether  there  has  been  a  wrongful  taking  of 
such  merchandise  or  money; 

(B)  Informing  the  police  or  other  law  enforcement  officials  of  the  facts 
relevant  to  such  detention; 

(C)  Performing  a  reasonable  search  of  the  detained  person  and  his 
belongings  when  it  appears  that  the  merchandise  or  money  may 
otherwise  be  lost;  and 

(D)  Recovering  the  merchandise  or  money  believed  to  have  been  taken 
wrongfully.  Any  such  reasonable  detention  shall  not  constitute  an 
unlawful  arrest  or  detention,  nor  shall  it  render  the  merchant,  his  agent 
or  employee,  criminally  or  civilly  liable  to  the  person  so  detained 

SECTION  3.  Any  person  concealing  unpurchased  merchandise  of  any  mercantile 
establishment,  either  on  the  premises  or  outside  of  the  premises  of  such 
establishment,  shall  be  presumed  to  have  so  concealed  such  merchandise  with 
the  intention 'of  committing  a  wrongful  taking  of  such  merchandise  within  the 
meaning  of  Section  1341  of  this  Title,  and  such  concealment  or  the  finding 
of  such  .  unpurchased  merchandise  concealed  upon  the  person  or  among  the 
belongings  of  such  person  shall  be  conclusive  evidence  of  reasonable  grounds 
and  probable  cause  for  the  detention  In  a  reasonable  manner  and  for  a  reasonable 
length  of  time,  of  such  person  by  a  merchant,  his  agent  or  employee,  and  any 
such  reasonable  detention  shall  not  be  deemed  to  be  unlawful,  nor  render  such 
merchant,  his  agent  or  employee  crim'nally  or  civilly  liable. 


Passed  into  Law  on  the  2nd  day  of  May,  1967. 
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SHOPLIFTING  PREVENTION 
UNIT  IV 


ASSIGNMENT  SHEET  #4-EC0NQIVllC  IMPACT  OF  SHOPLIFTING 


WM^£0oc&ry .'mom  usually  operate  on  a  1%  profit  margin.  This  means  if  $1.00  Is  stolen  it 
Vvta^^^^  to  replace  the  loii.  Department  stores  usually  operate  on  about  3%.  In 

^ifesbme  areas  as  many  as  ont  out  of  seven  people  shoplift.  Businessmen  make  up  for  their 


^^losses  by  increising  ratal 


affects  business. 


prices,  hiring  fewer  people,  and  not  giving  salary  Increases.  The 


five  problems  below  will  help  illustrate  the  meaning  of  these  facts  and  show  how  shoplifting 


Your  store  operates  on  a  2  percent  margin  of  profit.  Merchandise  valued  at 
$150.00  is  taken  by  shoplifters  in  one  day.  How  much  merchandise  does  the 
store  hive  to  sell  in  order  to  make  up  for  that  $150.00  loss? 


In  many  areas  one  out  of  seven  customers  will  shoplift.  If  there  are  350  customers 
in  the  store  in  one  day,  how  many  of  these  might  be  shoplifters? 


The  average  value  of  the  shoplifter's  theft  Is  $3.00,  How  much  would  the  store 
in  problem  #2  lose  In  one  day  In  dollar  vaU  ? 
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There  are  approximately  300  stores  in  town.  Each  loses  $150.00  a  day.  At  one 
percent  profit,  how  much  will  the  combined  300  stores  have  to  sell  to  overcome 
their  losses? 


In  what  ways  can  business  people  make  up  for  the  losses  they  suffer  from 
shoplifting? 
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ASSIGNMENT  SHEET  #5^-EFFECTS  OF  SHOPLIFTING  ON 
YOUR  COMMUNITY 


Shoplifting  is  the  fastest  growing  form  of  arceny  in  the  United  States.  There  has  been 
an  increase  nf  210%  in  the  last  ten  years.  $3  1/2  to  $4  billion  is  lost.  In  Oklahoma 
more  than  a^lO  million  dollars  a  year  is  lost. 

Since  it  is  hard  to  imagine  billions  and  millions,  your  teacher-coordinator  will  diyide  your 
class  into  three  groups  and  ask  you  to  go  out  into  your  own  community  to  gather 
information  about  local  shoplifting  problems. 

Follow  these  instructions: 

1 .  Phone  for  an  appointment 

2.  Be  prepared  to  explain  why  you  are  doing  the  interview 

3.  Prepare  questions  in  ^advance 

4.  Write  a  report  to  present  to  the  class  describing  the  effects  of  shoplifting  on 
your  community 

Group  #1 

Interview  employer  or  other  businessman 
Group  #2 

Interview  law  enforcement  officer  at  police  department 
Group  #3 

Interview  manager  of  Chamber  of  Commerce 
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SH'OFtiFTING  PREVENTION 
UNIT  IV 


ASSIGNMENT  SHEET  #6-DISCUSS  UNIT  WITH  YOUR  EMPLOYER 

Your  smployer  is  concerned  with  the  problem  of  shoplifting  and  with  training  his 
employees  to  help  prevent  losses.  He  will  be  interested  to  know  what  you  ere  learning 
in  class  about  this  subject. 

Ask  him  to  set  a  time  when  he  can  talk  with  you.  Take  the  unit  on  shoplifting  and 
go  over  it  with  him.  Ask  for  his  ideas  about  what  you  are  learning.  Ask  him  to  write 
down  his  comments  about  the  unit  and  to  sign  the  assignment  sheet.  (A  form  for  this 
is  provided  on  the  following  page.)  You  should  explain  that  the  signature  is  only  to  show 
your  teacher  that  you  really  did  talk  to  him. 
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-    Employer's  Comments: 


Employer's  Signature 
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SHOPLIFTING  PREVENTION 
UNIT  IV 

ANSWERS  TO  ASSIGNMENT  SHEETS 

Assignment  Sheet  #4 

1.  S7,500 

2.  50 

3.  SI  50.00  ' 

4.  300  stores  x  SI  50.00  =  S45,000  and  ®  1%  margin  of  profit  =  34,500,000.00 
in  sales 

5.  a.     Increases  the  price  of  his  merchandise 

b.  Cuts  down  on  the  number  of  employees  to  reduce  overhead 

c.  Does  not  give  salary  increases 
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SHOPLIFTING  PREVENTION 
UNIT  IV 


TEST 


1.       Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  appropriate 
numbers  in  the  blanks  provided. 


Customer  theft  of  merchandise,  usually 

1, 

Remorse 

called  shoplifting  or  boosting 

2. 

Felony 

Stealing  of   merchandise,   most  often 

directly  from  the  selling  floor;  a  crime 

3. 

Kleptomaniac 

punishable  by  law 

4. 

Misdemeanor 

Breach  of  faith  by  dishonest  employees 

who    steal    goods    or    money  from 

5, 

External  theft 

employers 

6. 

Impulse 

Effect  of  an  act  or  action 

7, 

Shoplifting 

Sense  of  distress  arising  from  guilt  for 

past  wrongs 

8. 

Surveillance 

Person  who  has  a  persistent  neurotic 

9. 

Repercussion 

impulse  to  steal 

ia 

Permissive 

Installation  used  to  prevent  or  detect 

shoplifters 

11, 

Shoplifting 

prevention 

Stealing  items  valued  below  an  amount 

detector 

set  by  law 

12. 

Resentment 

Crime  involving  serious  punishment 

'13, 

Internal  theft ' 

Stealing;  theft 

14. 

Larceny 

Crime  involving  less  serious  punishment 

than  a  felony 

15. 

Petit  larceny 

L    Unpleasant  feeling  about  something  that 
is  wrong 


^m.  Close  watch  kept  over  a  person  or  group; 
vigilance 

n.  Action  which  is  allowed  or  tolerated  by 
some  groups 

0.  Sudden  action  without  much  thinking 


Discuss  in  a  short  paragraph  the  emotional  side  of  shoplifting 


Describe  the  ten  types  of  potential  shoplifters  as  listed  below 

a.  Juvenile" 

b.  Thrilhseeker- 

c.  Person  of-  iimited  means-- 

d.  Kleptomaniac- 

e.  Professional- 

f.  Team- 

g.  "Tipsy"  customer- 

h.  "Refund"  racket^- 
Housewife- 

j.  Drug  addicts- 
Tell  the  methods  used  by  the  shoplifter  when  stealing. 
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5,        Discuss  the  tinins  tnosi  shopliftinc]  occurs. 


6.  Differentiate  betweon  ways  to  previint  shopliftincj.  Plcice  an  "M"  in  front  of 
mtinagement's  safecjiuirds  and  an  "E"  in  front  of  the  employie's  responsibilities. 

 a.  Plan  store  layout  carefully 

b.  Practice  good  sales  techniques 
 c.   Know  the  merchandise  and  prices 

d.  Use  wide  angle  mirrors 
 ^  ^e.   Be  observant 

F.    Employ  security  personnel 

g.  Prosecute  shoplifters 

h.  Know  what  merchandise  tfie  customer  takes  into  dressing  rooms 
L    Train  employees 

j.    Install  shopliftinc)  preveiition  devicus 
k.  Do  not  .Jeayu  depcniniuiU  unuttundtid 

7.  List  four  factors  that  contributo  to  tlie  growth  of  shoplifting, 
a. 

b. 
c, 
d,' 

8»        Dunionstriite  the  cibility  to  interpret  the  OkUihoma  shof)lifting  law. 

9,        Solve  liroblerns  showing  llie  econoinic  inifHict  of  shoplifting. 
10»       Write  a  report  descril)ing  tlie  effects  of  shnfilifiing  on  tlie  community. 
11.        DiscusR  unit  with  t?mployer. 

(NOTE:  If  acliviiies  8  11  liave  not  InHin  accuinfilishijcl  pvlor  to  the  test,  ask  your 
teacher  coordinnlcJr  wheti  they  should  he  caniplelfHl. j 
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SHOPLIFTING  PREVENTiON 
UNIT  IV 


ANSWERS  TO  TEST 


a. 

5 

i. 

2 

b. 

7 

]. 

14 

c. 

13 

k. 

4 

d. 

9 

1. 

12 

e. 

1 

m. 

8 

f. 

3 

n, 

10 

g. 

11 

0. 

6 

h. 

15 

Discussion  should  Include: 
a.  Shoplifter 

1 )  Motivations 

a)  Need 

(1)  Basics 

(2)  Luxuries 

b)  For  "fun"  or  to  be  part  of  the  "in"  group 

c)  Store  "owes"  it  to  him;  feels  an  Inner  resentment  toward 
company 

d)  Cannot  find  a  salesman 

e)  On  dare  or  impulse 

f)  Just  to  see  if  he  can  get  away  with  it 

g)  Cannot  pass  up  chance  to  get  something  for  nothing 

h)  Add  excitement  to  his  life 

i)  Cannot  resist  it 

])      Desire  for  attention 

k)     Threat  from  others 
Q 


2)  Feelings 

a)  Excitement  "'y^ 

b)  Fear  of  being  caught 

(1)  Repercussions  from  family,  friends,  others 

(2)  Legal  repercussions 

cj     Remorse-^Need  to  make  up  for  wrongdoing 

d)     Restitutions-Need  to  return  the  items  to  the  rightful  owner 
or  pay  their  full  value 

b.  Society 

1)  Some  segments  consider  shoplifting  as  socially  acceptable 

2)  Public  is  not  aware  shoplifting  costs  the  honest  customer 

3)  Contact  between  owner  and  customer  is  lost;  feeling  that  no  one 
person  is  being  hurt  by  theft 

4)  Increase  in  shoplifting  represents  moral  breakdovvn 

a)  Permissive  attitudes  toward  discipline 

b)  Lack  of  respect  for  rights  of  others 

c)  Attitude  of  "it's  OK  if  you  can  get  away  with  it" 
Description  should  include; 

a.  Juvenile 

1 )  Is  a  nuisance 

2)  Takes  candy,  small  toys,  and  inexpensive  items  ^ 

3)  Is  inclined  toward  deviltry 

4)  Should  be  served  C|uickly  to  get  him  out  of  the  store 

5)  Makes  up  eighty  to  ninety  percent  of  shoplifters;  steals  ten  percent 
of  dollar  value 

b.  Thrill-seeker 

1)  Steals  for  ihrill  of  the  risk;  does  not  involvo  need 

2)  Wants  to  "show  off"  or  takes  a  dare 

3)  RtjciuiruB  ux  tru  vvttichiiH)  hy  sloru  pur  Bonn  til 
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c.  Person  of  limited  means 

1)  Needs  something  for  family  or  home 

2)  Cannot  afford  beautiful  things 

'^  3)  Represents  small  number  of  thieves 

d.  Kleptomaniac 

1)  Steals  because  of  mental  illness 

2)  Feels  cheated  and  wants  to  get  even 

3)  Is  careful  in  preparing  for  theft 

4)  Is  often  member  of  welhto-do  family 

5)  Needs  psychiatric  care  not  criminal  action 

e.  Professional 

1)  Steals  for  profit 

2)  Is  difficult  to  detect  because  he  is  confident 

3)  Takes  eKpensive  merchandise  to  be  resold  through  receiver  of 
stolen  goods  called  a  "fence" 

4)  Makes  up  ten  to  twenty  percent  of  shoplifters;  steals  ninety 
percent  in  dollar  value 

f.  Team 

1)  One  person  engages  salesperson 

2)  Second  person  steals  merchandise 

3)  Juveniles  often  work  in  teams 

g.  "Tipsy"  customer 

1)  Acts  as  if  he  is  drunk,  dazed,  or  ill 

2)  Staggers  near  counter  and  picks  up  goods 

h.  "Refund"  racket 

1)  Returns  stolen  goods  lo  store  for  refund 

2)  Presonts  sales  check  found  on  floor 
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i.  Housewife 

1)  Steals  low  priced  merchandise 

2)  Is  difficult  to  control  because  stolen  goods  are  concealed  on  her 
person 

3)  Threatens  law  suit  if  attempt  is  made  to  search  her 
j.      Drug  addict 

1)  Needs  ccish  to  purchase  drugs 

2)  Enters  store  with  group 

3)  Steals  anything  but  prefers  high  cost  items 
4,       a.  Palming 

1)  Conceals  small  items  in  hand 

2)  Drops  o;3iect  into  inside  pockets  in  clothes 

b.  Mingling  with  crowds 

1)  Mixes  among  other  shoppers 

2)  Approaches  busy  counters  undetected 

3)  Dd{^s  not  like  to  be  greeted  by  salespersons 

c.  Handling  several  Items  at  one  time 

1)  Appears  to  be  making  a  choice 

2)  Secrets  one  or  more  items  In  container 

d.  Using  the  dressing  rooms 

1)  Takes  sDveral  garments  to  dressing  room 

2)  Puts  on  all  garments 

3)  Wears  garments  out  of  store 

e.  Runnlny  ^ 

1)  Grabs  item 

2)  Lua^/us  stgru  quickly 
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Time 

of 

day 

1) 

Early  morning 

2) 

Noon 

3) 

Before  closinq 

Time 

of 

year 

1) 

Christmas 

2) 

Back-to^Bchou. 

6,  a.     M  g.  M 

b.  E  h.  E 

I 

c.  E  i.  M 
cl,     M                               j.  M 

e,  E  k,  E 

f.  M 

7,  Any  four  of  the  following: 

a.  Increase  in  number  of  seif-service  stores 

b.  Display  techniques  making  merchandise  more  available  to  shoppers 

c.  Fewer  family-owned  stores 

d.  High  prices 

e.  Not  enough  trained  employees 

f.  Lenient  attitude  of  stores  toward  prosecution 

g.  Difficulty  in  obtaining  enough  proof  to  stop  suspects 

h.  Lower  morals,  attitudes,  ethics,  and  standards 

8,  Evaluated  to  the  satisfaction  of  the  teacher^coordinator. 

9,  Evaluated  to  the  satisfaction  of  the  teacher-coordinator, 

10.  Evaluated  to  the  satisfaction  of  the  teacher-coordiriator. 

11.  Evaluated  to  the  satisfaction  of  the  teacher^coordinator. 
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COMMUNICATIONS 
UNIT  V 

UNIT  OBJECTIVE 

After  completion  of  ttiis  unit,  the  student  should  be  able  to  select  from  a  list  the  fuctors 
necessary  for  and  ways  to  achieve  effective  communication,  ways  to  carry  on  casual 
conversation,  things  which  should  be  done  to  give  instructions  and  directions  clearly,  and 
rules  for  using  the  telephone  correctly.  He/she  should  also  be  able  to  discuss  factors 
necessary  for  clarifying  store  policies  and  the  ways  to  make  and  acknowledcje  introductions 
of  yourself  and  others.  He/she  should  be  able  to  distinguish  between  positive  and  negative 
gestures,  expressions,  and  stances.  This  knowledge  will  be  evidenced  by  an  overaU, "score 
of  eighty^five  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  communications  to  the  correct  definitions, 

2.  Select  from  a  list  those  factors  necessary  for  effective  communication. 

3.  Select  from  a  list  ways  to  achieve  effective  communication, 

4.  Discuss  the  proper  way  to  introduce  yourself, 

5.  Discuss  the  proper  way  to  introduce  others, 

6.  Discuss  the  proper  way  to  acknowledge  introduuTions, 

7.  Select  from  a  list  ways  to  carry  on  casual  conversation. 

8.  Select  from  a  list  those  things  which  should  be  done  to  give  directions 
and  instructions  clearly. 

9.  Discuss  the  factors  necessary  for  clarifying  store  policies, 

10,  Discuss  the  factors  necessary  for  communicating  product  information. 

11,  Select  from  a  list  rules  for  using  the  telephone  correctly, 

12,  Distinguish  bitwien  positive  and  negative  gestures,  expressions,  and  stances. 

13,  Analyze  voice  qualities, 
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COMMUNICATIONS 
UNIT  V 

SUGGESTED  ACTIVITIES 

I .  Teacher^Coordinator: 

A.  Provide  student  with  objective  sheet. 

B,  Give  pretest  using  objective  sheet, 

C»     Provide  student  with  information  and  assignment  sheets, 

D.  Make  transparencies, 

E.  Discuss  unit  and  specific  objectives, 

F.  Discuss  information  and  assignment  sheets. 

G.  Provide  recorder  for  voice  analysis. 

H.  Request  teletrainer  from  Bell  Telephone  Company, 

(NOTE:  Speakers,  films,  and  teletraining  equipment  may  be  obtained  for 
Oklahoma  teachers  from  l^s.  Marva  Nero;  Southwestern  Bell;  707  North 
Robinson,  Room  1002;^k1ahoma  City,  Oklahoma  73126;  405^236^7395 
and  Ms.  AInova  Din.^^f  Southwestern  Bell;  1720  South  Boulder;  Tulsa, 
Oklahoma;  91 8^58p6ll  1  j 

I.  Teach  basic  g-'^lglish  if  necessary, 

J,     Role  playnntroductions  and  body  language, 

K,  Give^^st. 

L.  y^teach  if  necessary. 

M.    Test  again  until  minimum  standard  is  reached, 
IL  Student: 

A.  Read  objective  sheet, 

B.  Study  information  sheet. 

C.  Take  notes. 

D.  Role  play  introductions,  telephone  techniques,  and  body  language. 

E.  Complete  assignment  sheets  and  turn  in  to  instructor. 

F.  Take  test(s). 
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INSTRUCTIONAL  MATERIALS 

I,    Included  in  this  unit: 

A,  Objective  sheet 

B,  Information  sheet 

C,  Transparency  masters 

1,  TM  1-Feedback 

2,  TM  2^^Empathy 

3,  TM  3-Good  Conversation 

4,  TM ,  4-Two^Way  Conversation 

5,  TM  5-Communicating 

6,  TM  6-Placing  a  Call 

7,  TM  7-Leaving  Telephone  Unattended 

D,  Assignment  sheets 

1.  Assignment  Sheet  #1-Giying  Directions  and  Instructions 

2.  Assignment  Sheet  #2-^CIarifying  Store  Policies 

3.  Assignment  Sheet  #3-Pronouncing  Words  Distinctly 

4.  Assignmient  Sheet  #4-Using  Proper  English 

5.  Assignment  Sheet  #5-lnterpreting  Body  Language 

6.  Assignment  Sheet  #6-Analyzing  Voice  Qualities 

E,  Answers  to  assignment  sheets 

F,  T^t 

G,  Answers  to  test 
I L  -'References: 

A,  Roan,  Anthony  J.    Training  iiikI  Communication,   pert  five.  International 
Textbook  Co.,  1968, 

B.  Rowe,  Kenneth  L.,  and  Jimtrson,  Hallie  C,  Communications  in  Marketing, 
Dallas,  Texas:  Gregg  Division/McGraw^Hill  Book  Co,,  1971. 
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C,  Win  More  Friends  by  T&/ephonQ.  American  Telephone  and  Telegraph  Co., 
1962, 

D,  Buchanan,   Robert   D,,   R,D,   "Communicating  With   Employees/'  Food 
Service  H^arkoting.  37  (Sept.,  1975). 

E,  Fast,  Julius,  Body  Language.  New  York:  Simon  and  Schuster,  Inc.,  1973. 

ML    Film-''Successful  Persuasion/'  Available  from  National  Educational  Media,  Inc.; 
15250  Ventura  Boulevard;  Sherman  Oaks,  California  91403, 
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COMMUNICATIONS 
UNIT  V 


INFORMATION  SHEET 


L    Terms  and  definitions 

A.  Ccinifnunicdtiufv  All  tin?  ways  by  which  rneaning  is  coiivoyed  from  one 
person  to  tuiothoi' 

B.  Feedback=  Returniiitj  to  the  beginning  source;  finding  out  how  one  did 

C.  Empathy  Puttinc]  seK  in  otlier  person's  position;  participating  in  another 
[Kirson's  feelings  or  ideas 

D.  Trade    association    journnls-Publications.  printed    by   various  nonprofit 
organizations  to  disseminate  information  about  the  industry 

(NOTE:  There  are  over  12,000  trade  associations  in  the  United  States,) 

E.  House  magazine-  MeKjazine  produced  by  a  company  to  iDuild  morale  among 
the  employees 

(NOTE:  House  magazines  may  feature  articles  on  safety,  public  service 
(3rojects,  retirements,  promotions,  company  policies,  winners  of  sales 
contests,  new  store  openings,  and  editorials,) 

F.  Bulletin  board-Place  where  written  notices  and  reminders  may  be  seen  easily 

G.  iVIemo  Written  announcement  sent  to  members  of  an  organization 

H.  Grapevine- hi  forma  I  communication  system  that  exists  in  all  organizations;  . 
may  be  helpful  or  harmful  depending  on  how  it  is  used 

IL     Factors  necessary  for  effective  communication 

A.  Feedl)ack  (Transparency  1) 

B.  Trust  in  the  person  sending  the  message 

(NOTE:  Real  communication  cannot  take  place  if  the  person  recoivinci  the 
message  feels  threatened  by  the  message  or  does  not  have  confidofice  in 
the  sender.) 

C.  Empathy  (Transparency  2) 

iNOTE;  Most  people  have  a  tendency  to  judge  a  message  from  their  own 
viewpoint  j 
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INFORMATION  BHEE  1 


A 


Fxiuilpi**; 


''Miss  Toufih,  tliis  is  iny  fnilior  Mm  ToiKjIt  is  fiiy  suprMvisor, 


Introc.lLicti  yoinKjer  pc^Dple?  to  ulciur  poofilo 


"Unclu  Btiriv.  I'd  liki!  to  intiodiico  you  to  Bnrhtirci  Broiist^n. 
My  Linch?,  Mr.  Ricli,  Bciri)nivh  Btiil)nra  is  llio  sncrotary  of  our 
DECA  chapter,  Uncle  Barry," 


C. 


Introcjuce 


subo'  J' 


iiciles  to  sufitMiois 


Mrs.  SuiK^r,  I'd  liku  to  [iresnnT  to  you  Mr.  Greenhancl  who 
Uiiruid  to  woik  in  otir  dopartnient  yesterday.  Mr.  GreGnhand, 
ihis  is  Mrs.  Super,  hceid  of  the  finance  and  credil 
defiejrtinent." 


D.  Introduce  all  others  in  any  order 

E.  Give  some  additional  information  about  the  persons  introduced  to  cjet  a 
conversation  started 

F.  Do  not  say,  "Tfiis  is  my  friend/'  for  it  suggests  that  the  other  person  is 
not  a  friend 

G.  Repeat  names  slowly  and  distinctly  during  the  introduction  ond  conversation 
so  they  may  be  rernemibered  correctly 

Ac  k no w  I c? d cj i  n g  i  n  1  r o d u c  t i o n s 

A.     "How  do  you  do"  lollowed  by  an  tnforinal  comment  is  always  apf^ropriate 
in  business  situations 

Example:         "How  do  you  do.  Harvey  has  told  mr}  flow  much  you  helped 


B.  Men  shake  hafids  with  each  other 

C.  Women  may  shake  hands  with  eachi  other 

(NOTE:  In  the  [jast  women  have  not  shaken  hands  as  much  as  men. 
However,  the  practice  of  women  offerincj  to  shake  hands  is  increasing.) 

D.  Meri  shoLjld  not  sliake  hands  With  women  unless  the  women  make  the  first 
move 

E.  Handshakes  should  be  firm  but  not  crushing 

(NOTE:  Two  casual  pumfjs  of  tfie    jfids  should  be  adequate.) 


him,  Lori, 
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INFORMATION  SHFEfT 

VI  L     Ccinyi'iy  on  CtUiLUil  uunvoi  s:i  lion 

A.  Aiik  (]iiuHtiuiiii  to  cliscuvof  (jiImm  f)i?rsu[i's  ifUotf^sts  {Ti ^lospnrency  3) 

Sports,  fenniiv,  \u\) 

B.  Avuicl  controvtM sia!  stibjticB  swch  tis  nHicjion  aiuj  pulilics 
C=     Avuitl  fi^fM^uiiruj  tifiiiuyiiuj  vvuiUs  ciiui  phrd^os 

Exa(nplui3:        "And,  uli  .  .       unO  "Vuu  know" 

D.     Do  not  (nonapoli.'t^  tfie  cufivt^rHcilran  (Tt ansfiarency  4) 

(NOTE;  A  rulo  of  tlujinb  is  not  to  talk  nioru  than  one  minule  witlioul 
{jivinfj  sofiK'onu  cisu  an  opfJoriLif iity  to  pafiicipateT 

By  a  cjuoti  listener  and  pcK}fjle  wili  tliiiik  you  are  a  great  convei salionalist 

F.  Do  not  call  an  nldoi   person  by  liis/bor  first  name  unless  ho/she  gives 
perrniBsiun 

(NOTE;  "Sir"  may  be  sLibstituled  for  a  man's  name,  but  "ma'am"  iTiay 
fiot  l)e  firofDorly  substituted  for  a  woman's  name  in  some  parts  of  the 
countr  y.) 

G.  Foliow  S!fu]lo  word  answf^rs  like  "yes"  and  "no"  witb  the  person's  njme 
and  a  sn,\p!e  statement  to  make  the  reply  sound  friendly  and  not  curt 

H.  Say  frtfifidly  phrases,  sucii  as  "Good  Morning/'  automatically 

(NOTE;  Such  phrases  whether  or  not  an  answer  is  given  are  appropriate 
in  business  J 

I.  Avoid  usificj  your  hands  too  much  wliile  talking 

VI I L    Giving  riirections  and  instructions  clearly  (Assignment  Sheel  ^1} 

A.  Coiicentrate  on  all  the  steps  to  be  followed  before  Sf3eaking 

(NOTE:  Avoid  cofifusifuj  directions,  such  as  "To  get  to  the  shqe  depariment 
yoLi  turn,  let's  see,  leM  or  righfP  Turn  left.  .  .  no.  turn  right,  That''^  'b 
you  turn  ric|hr  at  the  bottom  of  the  sfairs='} 

B.  Pfesent  the  st(M)S  clearly  arid  in  pJ^Ofier  order 

E>:afii()!e:         "Tc^  wash  the  sweater,  use  lukewarni  water  and  mild  stjai). 
t  Let  the  sweaier  soak  uijQUt  lOniinutes.  Scjuech^e,  tJon't  wrinci, 

the  water  from  the  Hweater,  Rinse  until  liie  water  is  cluai. 
TluMi  ruli  tfie  sw^/aiei  j  iowel  to  lilcit  the  excnss  moisture. 
Lay  !i  ftji  0!i  diy  loweis  in  t!ie  shade  to  dry," 
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INFORMATION  SHEET 


Avoid  dtnails  that  ria  not  rKkl  lo  thn  niaiii  poini 

D.     Give  cluus  so  tliu  puisoii  vvill  know  when  ho/sht}  is  following  tho  rinhi 
ciii  □ciions  or  lOstrLict ioOH 

Example ;  *'VVIumi  you  mu  ihu  Uiryo  ordngu  jtid  Ijlack  water  towwr  on 
tho  right  sidu  of  tlio  road,  you  will  be  half  way  ihero.  ' 

IX.    Clarifyiiiy  storc^  polic!«»s  ( Assirjninont  ShcMn  #2) 

A,  Bo  polite 

B,  Stalt'  the  policy  clearly 

C,  Give  the  reason  for  the  policy  when  approfMiate 
Offer  an  alternative  solution 

EHanifiios:  "Excuse  me,  sir.  I'm  sorry,  but  our  manager  iias  asked  that 
we  ret] uest  our  customers  to  cooperate  with  tlie  no  smoking 
fjolicy  because  of  fire  regulations  and  the  foderal  law 
prohibiting  smoking  in  public  places.  However,  it  is  alright 
to  smoke  in  the  areas  where  there  are  ash  cans.  Thanks  so 
much. " 

'*You  are  welcome  to  use  these  footlets  while  trying  on 
shoos.  For  all  our  customers'  health,  we  require  everyone 
to  wear  some  kind  of  foot  covering." 

X.    Communicating  product  information  (Transparency  5,  Assignment  Sheets  #3  and 

A.  Avoid  meaningless,  trite  phrases 

(NOTE:  Do  not  assume  everyone  understands  what  is  meant  by  common 
words.  Be  as  speciHc  as  possible.) 

Examples:        Groat,  fine,  nice,  bad,  chieap 

B.  Avoid  slang 

Examples:        Honey,  dearie 

C.  Pronounce  words  distinctly 

ExarTiples:        Wasjuhavimrnind?  (What  did  you  have  in  mind"') 
Weryasit  (Where  is  it?) 

D.  Be  sure  terms  are  ifUerpreted  ifie  same  way  by  both  the  salesperson  and 
the  customer 

Examples:       Satisfaction  guaranteed,  clearance,  a  brand  namo.  best  buy 

E.  Use  proper  English 
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INFORMATION  SHEET 

XI.    Usincj  ihe  teUjphunu  CDrrecily  (Transp^uiincv  6) 

(NOTE:  Renionihcr  whun  yuu  an:  on  a  luisinuss  tGlephone,  you  represent  the 
tMitire  l)Lisifu^ssT 

Answ^'r  promptly 

(NOTE:  Whod  cdllinc]^  hIIqw  Uie  loluf^hone  to  ring  ten  times  or  for  one 
niinuti'  butore  hunyifH}  Lii)J 

B,  Use  d  pkH^sanr  voiCc 

1,  Visikilize  the  [lorson  on  the  other  end  of  the  line 

2,  Smile  while  you  trilk 

(NOTE:  Smiling  will  cause  your  voice  to  sound  friendlier  and 
less  flntj 

C,  Identify  yourself 

Examples:        "Home  furnishings  department,  Ms=  Beanbtig," 

■'Sharp's  and  Fiat's  Music  Store,  This  is  Mr,  Bach." 

D,  Do  not  say  ^'speaking"  after  your  name  because  what  is  said  last  will  be 
what  the  other  party  hears  best 

(NOTE:  At  home  only  say  "Hello"  or  "Smith's  residence/'  Be  cautious 
about  giving  definite  information  to  strannersj 

E,  Use  the  customer's  neime  often 

F,  Speak  distinctiy  into  the  receiver 

(NOTE:  A  tele[)hone  is  made  to  pick  up  a  normal  pitch  at  about  an  inch 
from  the  mouth.) 

G,  Be  frionLlly 

1.  Do  not  ask  who  is  calliny 

(NOTE:  Certain  policies  may  vary  with  the  business.) 

2.  Ask  ''Wii!  you  hoid  or  sliaM  I  call  you  back?"  when  you  must 
leave  tiie  line  to  get  information 

3.  Chock  back  frec|uently  to  assure  the  customer  he/she  has  not  been 
fargotten  if  it  becufnes  necessary  to  leave  the  telephone  for  long 
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4,  Attract  cittuntion  buiorn  iosuininy  tho  cull 
Excimple:         "Mrs.  Bull?  Thank  you  for  waiiinn." 

5.  Apologize  for  errors  or  delays 

H.     Use  corr-ct  fnothod  when  leavincj  telephone  unnttendod  (Transparnncy  7) 
(NOTE:  A  telephone  receiver  will  f^ick  up  sound  for  10  12  foot  J 

1.  Press  tlie  hold  button  to  cut  out  noisy  distrcictions 

2.  Lay  the  receiver  flat  if  the  telephone  does  not  have  a  hold  button 

3.  Lay  the  receiver  against  the  side  of  a  wall  telephone 
L      Tell  the  customer  why  a  call  is  being  transferred 

Example:         "Let  me  transfer  you  to  oKtension  263,  the  home  furnishings 
department.  They  will  be  able  to  answer  your  questions." 

J.     Mention  the  number  to  which  a  transfer  is  being  made  in  case  the  call 
is  disconnected 

K,    Write  down,  points  to  be  covered  and  questions  to  be  asked  before  placing 
a  call 

L.     State,  "This  is  long  distance/'  when  calling  long  distance  directly 

(NOTE:  Consequently,  the  party  who  answers  should  not  keep  you  waiting 
for  a  long  periodJ 

M.     Replace  the  telephone  receiver  easily 

(NOTE:  The  person  making  the  call  should  hang  up  first.) 

X!L    Body  language  (Assignmei.L  Sheet  #5) 

A.     Positive  gestures,  expressions,  and  stances 

(NOTE;  Movements  of  tho  body  help  us  express  ourselves  to  others.  Our  posture 
often  communicates  our  true  feelings  better  than  words.  It  should  be 
remembered,  however,  that  body  language  is  a  general  indicator.  A  single  gesiure 
should  not  be  considered  by  itself,  in  only  a  single  situation,  or  sopaiato  from 
the  words  spoken.  This  list  is  not  meant  to  be  conclusive.) 

1.       Open  palms-Open,  friendly  (Figure  1) 
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2.  Hands  on  hips- Aggressive  (Figure  1) 

(NOTE:  Football  players  are  often  seen  standing  this  way  along 
the  sidelines.) 

3.  Hands  clasped  behind  back-Thinking,  listening,  contemfilating, 
concentrating,  meditating  (Figure  1) 

(NOTE:  Winston  Churchill  is  often  pictured  this  wayj 

4.  Head  held  high-Complete  control  (Figure  1) 

5.  Arms  hanging  loosely,  straight  at  sides-Collected,  poised  (Figure 
1)  ' 


FIGURE  1 


6.       Arms  swinging  freely  when  walking-Cheerful  (Figure  2) 


FIGURE  2 
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7.  Fifiyers  tuckocl  under  bfilt  -Conficlent,  cool  (Ficjuru  3) 

8.  Hand  in  onu  pocket- Calm  (FiyLiru  3) 

9.  Coat  unbuttonod^  Ofu^n,  friondly  (Figure  3) 


10.  Sitting  with  feet  flat  on  the  floor-Poised  (Figure  4) 

11.  Sitting  with  leg  crossed  at  the  ankle  (nnen)-=Competitive  (Figure 
4) 

(NOTE:  Crossiny  legs  at  the  knees  is  more  common  in  Europe.) 

12.  Sitting  slightly  forward  in  chair-Attentive  (Figure  4) 

13.  Hands  laying  quietly  on  thighs  or  arms  of  chair-At  ease  (Figure 
4) 

14.  Knees  together  (womenl-Modest  (Figure  4) 

15.  Legs  crossed  at  the  ankles  with  hands  in  middle  of  lap  or  to 
the  opposite  side  from  the  legs  (women)-^Graceful  (Figure  4) 
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17.  Arms  crossed  loosely  at  lower  part  of  chest- Relaxed  (Figure  5) 

18.  Smiling-Pleasant  (Figure  5) 

19.  Eye  contact--Attentive,  listening  (Figure  5) 

20.  Hand  stroking  chin-Thoughtful  consideration  (Figure  5) 

21.  Hand  on  cheek--Thinking,  interested,  attentive  (Figure  5) 

22.  Arm  around  another  person's  chair-Intimacy,  closeness  (Figure 
5)  ■  ■ 

23.  Shoulders  upright-Energetic,  determined  (Figure  5) 


FIGURE  5 
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B.     Negative  gestures,  expressions,  and  stances 

(NOTE:  The  following  are  negative  gestures,  expressions,  and  stances, 
HoweverV  there  may  be  situations  w^hen  the  following  movements  would 
not  be  considered  negativej 

1.        Nervous  gestures^- Lack  of  confidence,  uneasiness  (Figure  6) 

Examples:  Tapping,  cracking  knuckles,  wringing  hands, 
tugging  at  hair  and  mustache,  rapid  blinking  of 
eyelids,  biting  lips,  scratching,  licking  lips,  tugging 
at  collar  or  tie,  puckering  lips,  twisting  mouth, 
swaying,  smacking  lips,  clearing  throat 


2.  Closed  fist-Hostility,  lack  of  acceptance  (Figure  7) 

3.  Steepling  with  hands-^Taking  a  firm  stand  with  little  chance  of 
changing  (Figure  7) 

4.  Hung  head-Lack  of  organization    (Figure  8) 

5.  Shrugged  shoulders^-Lack  of  ambition  (Figure  8) 

6.  Shuffling  feet-Lack  of  energy  and  ambition  (Figure  8) 
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7.       Raising  shouiders  casually-lndlfference  (Figure  8) 


FIGURE  7 


8.  Hands  clasped  behind  head  while  sitting-Authority  but  nnaybe  a 
little  insecure  (Figure  9) 

9,  Moving  around  in  chair-- Restlessness  (Figure  9) 

10.  Shuffling  papers-Anxious  (Figure  9) 

11,  i  Moving  foot  in  small  circle  or  swinging  crossed  leg-Bored  (Figure 

9) 

12.  Separation  by  a  desk,  standing  on  a  platform,  sitting  at  the  head 
of  the  tables-Superiority  (Figure  9) 

13,  Feet  up  on  furniture-Ownership,  possesoiveness,  unconcern  or 
hostility  to  another  person  (Figure  9) 
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14. 

Hands  on  sides  of  waist-Anger,  disgust 

(Figure  10) 

Scowl-Disapproval  (Figure  10) 

16. 

Lower  11^  protruding-pQuting,  sulking 

Figure  10) 

17. 

Slight  ffit  of  head  to  one  side^-Doubt 

(Figure  11) 

18. 

Raised  eyebrows-Surprise,  doubt,  indifference  (Figur 

19. 

Arms  folded  tightly  high  on  chest-Closed  defensive,  dis 
discomfort,  withdrawing  from  conversation  (Figure  1 1 ) 

FIGURE  11  FIGURE  11 


20,  Side  of  head  leaning  on  hand-Sored  (Figure  12) 

21,  Steepling  under .  chin--Critical  evaluation,  in  some  way  negative 
toward  th3  person  attempting  to  persuade  (Figure  12) 

22,  Gestures  with  glasses  taken  off-Wants  time  to  think,  needs  more 
information  (Figure  t2) 

23,  Looking  over  top  of  glasses-Causes  a  negative  emotionai  reaction 
in  others  when  dropping  eyeglasses  onto  the  bridge  of  the  nose 
and  peering  over  them;  makes  the  other  person  feel  he/she  is  being 
stared  at  (Figure  1 2) 
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24.       Hand  over  eyes-Deep  thought  or  concern  (Figure  12) 
FIGURE  12 
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Empathy 


Don't  Cfhicae  A  Man  Until  You 
Have  Walked  A  Day  In  His  Mocassins. 

An  Indisn  Promt 


iood  Conversation 


"fis 


0' 


Hunting 


Sport' 


7. 


0 


0 


FIND  A  PERSON'S  HOT 
BUnON  FOR  GOOD  CONVERSATION 
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Conversation  Is  Like  A  Ball  game  -  - 

it  Must  Be  Tossed  Back  And  Forth 
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Communicating 


DO  NOT  ASSUME  EVERYONE  UNDERSTANDS  COMMON  WORDS      ^^'S  " 
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Placing  A  Call 
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ASSIGNMENT  SHEET  #V'GIV1NG  DIRECTIONS  AND  INSTRUCTIONS 


Select  a  product  or  service  you  sell  on  your  present  job  or  which  you  might  be  associaled 
.with  in  the  future.  Give  directions  or  instructions  on  how  to  use,  asiembis,  store,  or 
care  for  the  product  or  how  to  obtain  or  perform  the  services.  Organize  your  thoughts 
below  and  then  give  the  instructions  or  directions  to  the  class.  Let  your  ciasimates  rate 
and  discuss  the  effectiveness  of  your  directions  or  instructions  using  the  following  questions, 

.    1.       Were  the  directions  or  instructions  clear? 

2.  Were  they  in  an  order  that  could  be  foliowed  easily  if  you  knew  nothing  about 
the  product  or  service  beforehand? 

3.  Were  there  any  unnecessary  points  made? 

4.  What  were  the  clues  that  the  right  directions  or  instructions  were  foflowed? 

ORDER  OF  STEPS 
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ASSIGNMENT  SHEET  #2"CLAR IFYING  STORE  POLICIES 


Answer  in  writing  and/or  role  play  the  following  situations. 

1,       Ms.  Fussbudget  Is  looking  for  birthday  cards  in  a  large  discount  store.  She 
approaches  another  person  in  the  hosiery  department  and  asks  where  to 
find  the  birthday  cards.  The  salesperson  answers,  "I  really  don't  know,  but  I 
think  it  might  be  near  the  back  of  the  store," 

Could  the  directions  have  been  given  more  clearly?  How?  What  kind  of  Image 
or  impression  do  you  think  the  customer  has  of  the  store? 


2.  Store  policy  states  that  two  forms  of  identification  must  be  shown  when  cashing 
a  check.  A  customer  writes  a  check  and  says  he  only  has  one  form  of 
identification.  What  do  you  say? 


3,  You  work  in  a  shoe  store.  The  rules  state  that  a  foot  covering  Is  required  when 
trying  on  shoes,  A  woman  is  trying  on  shoes  with  her  bare  feet.  She  approaches 
you  and  asks  for  a  different  color  shoe.  What  do  you  say? 


4.  The  law  says  that  undergarments  may  not  be  returned  or  eKchanged.  A  customer 
who  has  traded  in  your  store  for  many  years  wants  to  return  a  girdle  which 
she  can't  get  in  to.  What  do  you  say? 
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5;  Refunds  may  not  be  given  on  sale  Items  in  your  store.  An  irate  customer  demands 
that  her  money  b©  returned  on  an  item  purchased  at  the  sale  price  or  she  will 
talk  to  the  manager  and  get  you  fired.  What  do  you  say? 


6.  Refunds  and  exchanges  in  your  store  cannot  be  made  without  the  sales  receipt. 
A  customer  who  appears  very  uneasy  Is  trying  to  make  an  exchange  but  does 
not  have  the  sales  receipt.  He  does  not  say  anything  but  there  is  a  sign  clearly 
displayed  stating  the  storeys  policy.  What  will  you  say? 


7.  The  sign  says,  "No  shoes,  no  shirt,  no  service."  Three  young  men  without  shoes 
and  shirts  come  into  the  restaurant  where  you  work  and  sit  in  your  section. 
What  will  you  say? 


8,       No  pets  are  allowed  in  the  store.  A  very  dignified  looking  lady  enters  with  a 
poodle  on  a  leash.  What  will  you  say? 


9.  A  high  school  friend  is  seen  taking  two  items  Into  the  dressing  room,  but  the 
store  policy  says  that  only  one  Item  may  be  taken  into  the  dressing  room  at 
a  time.  What  will  you  say  to  your  friend? 


10.       A  small  child  is  eating  an  ice  cream  cone  In  the  store,  This  Is  against  store 
policy.  What  will  you  say? 


COMMUNICATIONS 
UNIT  V 


Translate  into  writing  the  following  words  and  phrases. 


ASSIGNMENT  SHEET  #3^-PR0N0UNCING  WORDS  DISTINCTLY 


i  ■ 


a.  Wuryagoin? 

b.  Whutimizut? 

c.  Dya  wanna  go  widdem  or  widus?  v 
d*  Cher  turn  tucall,  Margrut 

e.  Wy  dincha  stoppinr!? 

f.  Watchagonnado  nex  Winsdy? 

g.  Ohuhdunno-^probly  jusiidat  home  asuzheL 

h.  Wenzee  cumin? 

1.  Uh  tole  um  uh  din  wanany. 

j.  Whidencha  gldda  ticket  forda  buxun  mach? 

k.  Doncha  ever  unnarstan  whucha  read? 

L  Uh  dunno  wy  ya  din  gimme  some. 

2.       Read  the  following  tongue  twisters  aloud.  Be  careful  not  to  omit  any  neceasary 
vowil  or  consonant  sounds. 

a.  Strict  strong  Stephen  Stringer  snared  slickly  six  silly  snakes. 

b.  Strange  strategic  statiitics. 

c.  Shy  Sarah  saw  Swiss  wrist  watches, 

d.  The  sixth  sheik's  sixth  sheep's  dead. 

e.  Tie  the  twine  to  three  tree  twigs. 

f.  With  which  winsome  witch  were  you  whispering? 

g.  Well,  when  Will  whiffed  the  wild  wintry  wind,  he  whisked  out  his  wicked 


whiskey. 
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h.  ;    At  her  willful  whim,  the  whip  whizzed  over  the  wheelbarrow  where  Willy 

was  whimpering. 

i.  Six  long  slim  slick  slender  slacks  slid  silently  to  the  floor, 

=  j.      Furthermore,  Francis  Farkwark  fried  fifteen  fish  for  Francis  Fambush's 
father. 

k.     She  stood  on  the  balcony,  mimicking  him  hiccupping  and  welcoming  him 
inside. 

I.      A  snifter  of  snuff  Is  not  enough  snuff  for  the  snuff  snifter  to  sniff, 
m.    Slippery  sleds  slide  swiftly  down  slick  streets. 

n.     Thomas  Tattertoot  took  tough  twine  to  tie  ten  twigs  to  two  tall  tree  trunks. 

0.  What  whim  led  Whitney  White  to  whittle,  whisper,  and  whimper  near  the 
wharf  where  a  whale  might  wheel  and  whirl? 

p.     I  never  felt  felt  feel  like  that  fine  felt  felt. 

Translate  into  writing  the  following  words. 

a.  Dese 

b.  Dose 

c.  Wen 

d.  Budder 

e.  Thoid 

f.  Th9  ^ 

g.  JA'^rsh'  . 

h.  Ca-ounty 

1.  Git 

Read  the  following  words  aloud.  Be  careful  not  to  omit  any  necessary  vowel 

or  consonant  sounds, 

a.  Bringing 

b.  Picture 
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c. 

Candidate 

Laboratory 

Midst  '  \  .  . 

Fifths' 

g. 

Width 

h. 

Pitcher 

i. 

Prairie 

i- 

Route 

k. 

Window 

1. 

Creek 

Rewrite  the  following  sentences  using  correct  English. 

a.  Bill  said,  "I  wanna  sell  three  washing  machlnei  today." 

b.  John  said,  "We'll  hafta  check  to  see  If  we  have  that  brand  or  not." 

c.  The  salesperson  said,  "rm  gonna  check  to  see  If  we  can  have  that  delivered 
or  not." 

d.  "She  coulda  done  that  yesterday," 

e.  "Commere.  I  need  your  help,"  said  the  department  head, 

f.  "Will  you  gimme  a  hand?" 

g.  "Doncha^want  dessert?"  asked  the  waitress. 

h.  "I  dunno  If. we  have  any  pullover  sweaters." 
t,  "Hooja  say  you  want  to  see?"  = 

j,  "Woncha  come  back  again?" 
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ASSIGNMENT  SHEET  #4^^USING  PROPER  ENGLISH 
Circle  the  correct  word, 

a.  If  the  president  (was,  were)  here,  the  meeting  could  start, 

b.  The  students  have  (hanged,  hung)  the  merchandise  in  the  d'iplay  from  the 
ceiling. 

c.  I  would  go  to  the  conference  if  I  (was,  were)  Barbara, 

d.  I  have  (saw,  seen)  the  security  person  catch  a  shoplifter  many  times. 

e.  Everyone  (is,  are)  ready  to  go. 

f.  I  am  positive  it  was  (they,  them)  who  did  it, 

g.  (She,  Her)  arranged  that  lovely  window  display, 

h.  Barbara,  Jan,  and  (he,  him)  will  be  working  tomorrow. 

i.  You  and  (I,  me)  can  .sell  all  of  these  items  quickly, 
j.  She  is  as  good  a  salesperson  as  (us,  we). 

Write  the  following  sentences  correctly. 

a.  The  child  were  astonished  as  they  watched  the  salesperson  demonstrate  the 
yo-yo. 

b.  The  nice  lady  in  the  show  were  professional  models.  ' 

c.  She  don't  got  any. 

d.  Will  you  please  help  Jim  and  I? 

e.  We  ain't  got  any. 

f.  These  coats  are  better  than  them  coats. 

g.  I  seen  them  take  the  Items, 

h.  She  done  that  Saturday. 

i.  See  them  tickets  over  there? 

j.  I  rung  the  cash  register  wrong, 

k.  I  begun  to  make  the  tickets  for  the  merchandise. 

I,  The  fashion  show  done  real  good, 
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ASSIGNMENT  SHEET  #5-INTERPRETING  BODY  LANGUAGE 


1.  Observe  the  pictures  on  the  following  pages.  List  the  body  language  signals  and 
explain  what  each  person  is  communicating  through  those  signals,  Write  your 
answers  In  tlie  space  below  each  picture.  Look  back  to  the  information  sheet  If 
you  need  help, 
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PpSSlSc^'  it  possible  that  a  person  can  improve  his/her  attitude  and  communication 

■Mi^^^'^^:  '        skills  by  being  aware  of  his/her  body  language? 

;  3.       Can  you  make  it  'a  challenge  to  win  others  over  to  a  positive  attitude  by 

fSjv  communicating  a  positive  attitude  through  words  and  actions  even  when  others 

are  communicating  a  negative  attitude? 

4.       Can  you  think  of  other  situations  where  body  language  speaks  loudly^  such  as 
WS^^:'-  '-'        at  home,  with  friends,  on  dates,  in  politics,  or  in  church? 
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ASSIGNMENT  SHEET  #6^^ANALYZTNG  VOICE  QUALITIES 

Do  a  tape  recording  of  your  voice.  Then,  Msten  to  the  tape  and  complete  the  rating  which 
follows.  Using  the  rating  of  your  voice  on  tape,  prepare  a  list  of  ways  in  which  you 
can  improve  your  voice.  Complete  the  list  on  a  separate  piece  of  paper, 

Have  your  classmates  rate  your  voice,  too.  Check  back  periodically  to  see  if  there  has 
been  any  noticeable  progress, 

VOICE  RATING 


When  the  answer  to  any  of  the  following  questions  Is  "yes,"  put  down  a  minus  four. 
If  it  is  "maybe"  or  "sometimes,"  put  down  a  minus  two.  If  it  is  "no,"  put  down  zero. 
Of  course,  the  lower  the  numerical  score  the  fewer  voice  faults  you  have.  A  score  of 
0  to  -10  is  excelient;  -10  to  -20  is  good;  ^20  to  -30  is  fair;  and  -30  and  below  is 
unsatisfactory. 


Answer 

Score 

Yes 

Maybe/Sometimes 

No 

1. 

Do  you  speak  too  loudly 
or  in  a  noisy  manner? 

Do  people  frequently  ask 
'  you  to  repeat  a  statement 
you  have  made? 

3, 

Do  you  speak  in  the  same 
tone  continually? 

4, 

Do  you  speak  with  the 
same  volume  continually? 

5. 

Do  you  speak  in  an 
artificial,  unnatural, 
and  affected  voice? 

6. 

Is  your  voice  high  pitched 
and  shrill? 

7. 

Do  you  frequently  speak 
with  lungs  almost  empty? 

8/ 

Do  you  speak  in  long 
sentences  which  frequently 
lose  their  meaning? 

-  - .-  -  
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Answer 

Score 

Yes 

Maybe/Sometimes 

No 

9. 

Do  you  hiss  when  using 
ceriEm  iBTters r  \ 
T,  C,  S) 

10. 

Do  you  speak  in  mush  tones 
as  though  you  had  something 
in  your  mouth? 

11. 

Do  you  use    uh    and  eruh 
frequently? 

12. 

Is  your  voice  clouded  and 
husky? 

13. 

Do  you  talk  '^through  your 
nose  ? 

14. 

Do  you  talk  in  a  Jerky 
manner? 

15. 

Do  you  talk  in  a  whining 
and  apologetic  manner? 

16. 

Do  you  talk  in  a  dominating, 
dictatorial  tone? 

17. 

Do  you  stammer  and  stutter? 

18. 

Do  you  often  speak  too  fast 
or  in  a  slow  drawl? 

19. 

Do  you  mispronounce  words 
frequently? 

— — ^  - 

20. 

Does  your  voice  lose  its 
force  and  expression  at  the 
end  of  sentences? 

21. 

Do  you  speak  in  a  flat, 
dull  and  colorless  tone? 

22. 

Do  you  jumble  up  consonants, 
which  make  your  speech  hard, 
to  understand? 
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Answer 

Score 

Yes 

Maybe/Sometimes 

No 

23. 

Do  you  use  a  "gushy"  or 
"gooey"  voioB  when  talking 
to  friends? 

24. 

Do  you  choke  off  vowel 
sounds? 

25.       Is  your  voice  unpleasant    ,  ,,  , 
when  you  laugh? 

26. 

Do  you  put  the  "d,"  "t," 
and    mg    on  the  end  of 
words? 

27. 

Do  you  run  words  together? 

28. 

Do  you  have  a  whining 
voice? 

29. 

Do  you  use  colloquialisms 
or  speak  with  an  accent? 

30. 

Do  you  hive  an  adequate 
vocabulary? 

- — - — -  -   

31. 

Do  your  words  flow  out 
evenly  and  clearly? 

32. 

Is  your  voice  friendly 
and  cordial? 

33. 

Can  you  be  heard  ciearly 

in  the  back  of  the  room  when 

speaking? 

34. 

Do  you  emphasize  your  main 
thought? 
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COMMUNICATIONS 
UNIT  V 

ANSWERS  TO  ASSIGNMENT  SHEETS 

Assignment  Sheet  #1 -Evaluated  to  the  satisfaction  of  the  teacher^coordinator 
Assignment  Sheet  #2-EvaluateL.  to  the  satisfaction  of  the  teacher^coordinator 
Assignment  Sheet  #3 

1.       a.     Where  are  you  going? 

b.  What  time  is  it? 

c.  Do  you  want  to  go  with  them  or  with  us? 

d.  It  is  your  turn  to  call,  Margaret. 

e.  Why  didn't  you  stop  him? 

f.  What  are  you  going  to  do  next  Wednesday? 

g.  ^  Oh,  I  don't  know-probably  just  sit  at  home  as  usual. 

h.  When  is  he  coming? 

i.  I  told  them  I  did  not  want  any. 

j.      Why  didn't  you  get  a  ticket  for  the  boxing  match? 
k.     Don't  you  ever  understand  what  you  read? 
L      1  don't  know  why  you  didn't  give  me  some. 
3.       a.  These 

b.  Those 

c.  When 

d.  Butter 
Third 

f.  Tip 

g.  Wash 

h.  County 
Get 

3.16 
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Assignment  Sheet  #3  (continued) 

5,        (NOTE:  The  following  answers  are  corrected  perts  of  each  sentence,) 

a.  I  want  to 

.  b.     We  will  have  to 
c.     I'm  going  to  check 
cl.     She  could  have 

e.  Come  here 

f.  Give  me 

g.  Don't  you  want 

h.  I  don't  know 

i.  Who  did  you  say 
j.      Won't  you 

Assignment  Sheet  #4 

1.  a.  Were 

b.  Hung 

c.  Were 

d.  Seen 

e.  Is 

f.  They 

g.  She 

h.  He 

i.  I 

j.  We 

2.  a,         1)        The  child  was  astonished  .  .  ,  . 

2)        The  children  were  astonished 
b,         1)        The  nice  lady  in  the  shaw  was  a  (jrofussiund!  rnodul. 

2)        Tfie  nice  ladies  tn  tlie  show  wuru  prafussional  fnadfjis. 
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Assignment  Sheet  #4  (continued) 

c.     She  doesn't  have  any. 
d>     Will  you  please  help  me? 

e,  VVe  don't  have  any. 

f,  These  coats  are  better  than  those^  coats, 

g,  I  saw  them  take  the  items, 

h,  -She  did  that  Saturday. 

i,  See  those  tickets  over  there? 

j.      I  rang  the  cash  register  wrong. 

k.     I  began  to  make  the  tickets  for  the  merchandise, 

L      The  fashion  show  did  weW. 

J- 

Assignment  Sheet  #5 

Signals  Communication 


Open  palms 

Open,  friendly 

Hands  on  hips 

Aggressive 

Eye  contact 

Attentive, 

listening 

Smiling 

Pieasant 

Shoulders  upright 

Energetic, 

determined 

Open  palms 

Open,  friendly 

Coat  unbuttoned 

Open,  friendly 

Smiling 

Pleasant 

Eye  contact 

Attentive,- 

listening 

Hands  clasped  behind  back 

Thlnking, 

listening,  co n t e mp  1  a ti n g 

Head  held  high 

Complete 

control 

Shoulders  upright 

Energetic, 

determined 

Fingers  tucked  under  belt 

Confident, 

cool 

Hand  in  one  pocket 

Calm 

Eye  contact 

Attentive,- 

listening  - 

Smiling 

Pleasant 

Arms  straight  at  sides 

Collected, 

poised 

Shoulders  upright 

Energetic, 

determined 

Knees  together 

Modest 

Legs  crossed  at  the  ankles 

Graceful 

Head  hung 

Lack  of  orgarii^ation 

Legs  back  under  chair 

Poised,  gn 

iceful  silhouette 

Shoulders  s  h  r  u  g  g  e  d 

Lack  of  ambition 

3  t8 


Signals 


Communication 


Sitting  with  feet  flat  on 
floor 

Sitting  slightly  forward  in 

chair 
Smiling 
Eye  contact 
Shoulders  upright 
Hand  stroking  chin 
Separation  by  desk 

Cracking  knuckles 
Tugging  at  hair 
Biting  lips 
Tugging  at  collar 
Twisting  mouth 

Steepling  with  hands 

Hands  clasped  behind 
head  while  sitting 
Feet  up  on  furniture 

Gestures  with  glasses  taken 
off 

Hand  over  eyes 
Scowl 

Hands  on  sides  of  waist 

Sitting  backward  in  chair 
Looking  over  top  of  glasses 


Steepling  under  chin 
Raised  eyebrows 


Poised 


Attentive 
Pleasant 

Attentive,  listening 
Energetic,  determined 
Thoughtful  consideration 
Superiority 

Nervous  gesture 
Nervous  gesture 
Nervous  gesture 
/Wervous  gesture 
Nervous  gesture 

Taking  a  firm  stand  with 

Uttle  chance  of  changing 

Authority  but  maybe  a  little 
insecure 

Ownership,  unconcern  or 

hostility  to  another  person 

Wants  time  to  think,  needs 

more  information 
Deep  thought  or  concern 
Disapproval 
Anger,  disgust 

Dominance,  aggression 
Causes  a  negative  emotional 

reaction;  makes  the  other 

person  feel  he/she  is 

being  stared  at 
Critical  evaluation,  in  some 

way  negative  toward  the 

person  attempting  to  persuade 
Surprised,  doubtful,  indifferent 
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COMMUNICATIONS 
UNIT  V 

TEST 

1.       Match  the  terms  on  the  right  to  the  correct  dsfinltions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


a. 

Putting  self  in  other  person's  position; 
participating  in  another  person's  feelings 

1. 

Communication 

or  ideas 

2. 

Empathy 

All   the  ways  by   which   meaning  is 

3. 

Feedback 

conveyed  from  one  person  to  another 

4. 

Trade 
association 

c. 

Returning    to    the   beginning  source; 
finding  out  how  one  did 

5, 

journals 
House 

d. 

Informal  communication  system  that 
exists   in   all   organizations;   may  be 

magazine 

helpful  or  harmful  depending  on  how  it 

6. 

Bulletin 

is  used 

board 

Written  announcement  sent  to  members 

7. 

Memo 

of  an  organization 

8. 

Grapevine 

s 
1 , 

Place    where    written     notices  and 

reminders  may  be  seen  easily 

g.  Magazine  produced  by  a  company  to 
build  morale  among  the  employees 

 h.  Publications      printed      by  various 

nonprofit  organizations  to  disseminate 
information  about  the  industry 

2/       Select  from  the  list  below  those  factors  necessary  for  effective  communication 
by  placing  an  "X"  in  the  correct  blanks, 

a.  Impressing  the  listener 


b.  Feedback 


c.  Trust  in  the  person  sending  the  message 


d.  Use  of  big  words 

e.  Saying  only  "yes"  and  "no"  unless  necessary  to  say  more 
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f.  Listening 

g.  Interrupting 
  \.  Proper  timing 

i.  Empathy 

Select  from  the  followihg  list  the  ways  to  achieve  effective  communication.  Place 
an  "X"  in  the  correct  blanks. 

a.  Talk  loudly 

b.  Uie  a  regional  accent 

 c.  Encourage  questions  and  participation 

 d.  Use  examples  to  illustrate  main  ideas 

e.  Use  big  words 
 f.  Use  the  kind  of  language  the  listener  will  understand 

 g.  Respect  the  listener 

h.  Impress  the  listener  with  your  knowledge  of  the  subject  matter 

i.  Talk  for  a  long  time 

j.    Get  to  the  point;  do  not  talk  too  much 
k.  Pay  attention 

 L    Make  allowances  for  those  who  may  have  something  worthwhile  to 

say  but  who  lack  the  ability  or  experience  to  express  themselves  well 

m.  State  clearly  why  orders  are  given  or  why  certain  standards  or  results 

are  expected 

\^ 

Discuss  the  proper  way  to  introduce  yourself.  \ 
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5,       Discusa  the  proper  way  to  introduce  others. 


6.       Diicuss  the  proper  way  to  acknowledge  introductions. 


7,  Select  from  the  following  list  ways  to  carry  on  casual  conversation.  Place  an 
"X"  in  the  correct  blanks. 

 ^a.  Ask  questions  to  discover  other  person's  interests 

 _b.  Talk  about  yourself  a  lot 

c.  Avoid  controversial  subjects  such  as  religion  and  politics 

d.  Talk  about  your  latest  achievement 

e.  Do  not  monopolize  the  conversation 

 f.   Be   a    good   listener  and   people  will   think   you   are   a  great 

conversationalist 

 g.  Discuss  controversial  subjects 

h.  Call  all  people  by  their  first  name 

i.  Say  friendly  phrases,  such  as  "Good  Morning,"  automatically 

J.  Follow  single  word  answers  like  "yes"  and  "no"  with  the  person's 
name  and  a  simple  statement  to  make  the  reply  sound  friendly  and 
not  curt 

8,  Select  from  the  following  list  those  things  which  should  be  done  to  give  directions 
and  instructions  clearly.  Place  an  "X"  in  the  correct  blanks. 

 ^a.  Concentrate  on  all  the  steps  to  be  followed  before  speaking 

b.  Present  the  steps  clearly  and  in  proper  order 
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 ^c.  Avoid  details  that  do  not  add  to  the  main  point 

 _d.  Give  clues  so  the  person  knows  when  he/she  is  following  the  right 

directions  or  instructions 

Discuss  the  factors  necessary  for  clarifying  store  policies. 


Discuss  the  factors  necessary  for  communicating  product  information. 


Select  from  the  following  list  rules  for  using  the  telephone  correctly.  Place  an 
"X"  in  the  correct  blanks. 

a.  Answer  promptly 

b.  Identify  yourself 

c.  Say  "speaking"  after  giving  your  name 

d.  Use  the  customer's  name  often 

 e.  Speak  distinctly  into  the  receiver 

^  f.  Ask  who  is  callinQ 

g.  Ask  "Will  you  hold  or  shall  I  call  you  back?"  when  you  must  leave 
'"^     the  line  to  get  information 

h.  Check  back  frequently  to  assure  the  customer  he/shr  '     not  been 
~"     forgotten  if  it  becomes  necessary  to  leave  the  telepiicf'e  for  long 

periods  of  time  . 

i.  Attract  attention  before  resuming  the  call 
j.  Apologize  for  errors  or  delays 

k.  Press  the  hold  button  to  cut  out  noisy  distractions 

L  Visualize  the  person  on  the  other  end       the  line 

m.  Smile  while  you  talk 

n.  Replace  the  telephone  receiver  easily 
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o.  Write  down  th^  points  to  be  covered  and  questions  to  be  asked  before 
placing  a  call 

p.  State  "This  is  long  distance"  when  calling  long  distance  directly 

12*  Distinguish  between  positive  and  negative  gestures,  eKpressions,  and  stances.  Write 
"positive"  under  those  scenes  which  communicate  a  positive  attitude  and 
"negative"  under  those  which  do  not. 


m. 


Analyze  voice  qualities. 

(NOTE:  If  the  above  activity  has  not  been  accomplished  prior  to  the  test,  ask 
your  instructor  when  it  should  be  completed,) 
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2.  c,  f,  h,  i 


COMMUNICATIONS 
UNIT  V 

ANSWERS  TO  TEST 


4,  Discussion  should  include: 

a.  Introduce  yourself  promptly 

b.  Give  first  and  last  names 

c.  StatG  names  slowly  and  distinctly 

d.  Complete  Introduction  by  giving  some  information  about  yourself  so  new 
acquaintances  may  talk  easily  with  you  and  remember  you 

e.  Repeat  names  during  the  introduction  and  conversation  so  they  may  be 
remembered  correctly 

5.  Discussion  should  include: 

a.  Introduce  men  to  women 

b.  Introduce  younger  people  to  older  people 
c*      Introduce  subordinates  to  superiors 

d.  Introduce  all  others  in  any  order 

e.  Give  some  additional  information  about  the  persons  introduced  to  get  a 
conversation  started 

f.  .  Do  not  say,  "This  is  my  friend,"  for  it  suggests  that  the  other  person  is 

not  a  friend 

g.  Repeat  names  slowly  and  distinctly  during  tha  introduction  and  convGrsation 
so  they  may  be  remenibered  correcLly 


Discussion  should  include: 

a.  "How  do  you  do'*  followed  by  an  informal  comment  is  always  appropriate 
in  business  situations 

b.  Men  shake  hands  with  each  other 

c.  Women  jnu,      ike  hands  with  each  other 

d.  Men  should  not  shake  hands  with  women  unless  the  women  make  the  first 
move 

e.  Handshakes  should  be  firm  but  not  crushing 
a,  c,  e,  f,  i,  j 

a,  b,  a,  d 

Discussion  should  include: 

a.  Be  polite 

b.  State  the  policy  clearly 

c.  Give  the  reasons  for  the  policy  when  appropriate 

d.  Offer  an  alternative  solution 
Discussion  should  include: 

a.  Avoid  meaningless,  trite  phrases 

b.  Avoid  slang 

c.  Pronounce  words  distinctly 

d.  Be  sure  terms  are  interpreted  the  same  way  by  both  the  salesperson  and 
the  customer 

e.  Use  proper  English 

a,  b,  d,  e,  g,  h,  i,  j,  k,  I,  m,  n,  o,  p 

a.  Positive 

b.  Negative 

c.  Negative 

d.  Positive 

e.  Negative 
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f.  Negative 

g.  Positive 

h.  Negative 

i.  Positive 
j.  Negative 

k.  Negative 

L  Negative 

m.  Positive 

13.       Evaluated  to  the  satisfaction  of  the  teacher-coordinator 
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HUMAN  RELATIONS 
UNIT  I 

UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  student  should  be  able  to  analyze  and  improve  upon 
his/her  personality  and  relationships  with  other  persons.  The  student  should  be  able  to 
list  and/or  select  factors  dealing  with  physical  and  emotional  characteristics  of  personality, 
self-respect,  respect  for  others,  motivation,  using  time  wisely,  goal  setting,  changing 
attitudes,  and  solving  problems.  This  knowledge  will  be  evidenced  by  a  score  of  eighty^five 
percent  on  the  unit  test, 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  human  relations  to  the  correct  definitions. 

2.  Select  from  a  list  reafons  for  human  relations  training. 

3.  Select    from    a    list   true   statements   about   physical    and  emotional 
characteristics  of  personality. 

4.  ,  List  the  three  sides  of  self. 

5.  State  the  values  of  having  self-respect. 

6.  List  the  reasons  some  people  have  little  self-respect. 

7.  Select  from  a  list  characteristics  ot  people  with  little  self-respect. 

8.  Name  the  ways  to  protect  self-respect. 

9.  List  the  ways  to  achieve  self-controL 

10.  Select  from  a  list  ways  to  show  respect  for  others. 

11.  Select  from  a  list  desirable  characteristics  of  employees. 

12.  Match  descriptions  of  unpleasant  co^workers  to  ways  to  handle  the  human 
relations  problems. 

13.  List  ways  to  overcome  boredom  on  the  job. 

14.  Arrange  in  order  the  steps  to  using  time  wisely. 
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15.  List  the  things  that  motivate  people, 

16.  Arrange  in  order  the  levels  of  human  needs  from  the  lowest  level  to  the 
highest  level, 

17.  Select  from  a  list  the  benefits  of  setting  goals, 

18.  List  the  steps  for  creating  a  change  in  attitude. 

19.  Arrange  in  order  the  steps  to  solve  problems.  „  ; 
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HUMAN  RELATIONS 
UNIT  I 

SUGGESTED  ACTIVITIES 

L  Teacher=Coordinator: 

A.     Give  pretest  using  objective  sheet. 
Order  films. 

C.  Make  transparencies. 

D.  Provide  student  with  objective  sheet. 

E.  Provide  student  with  information  and  assignment  sheets. 

Reproduce  "SelfHmprovement  Contracts"  in  Assignment  Sheet  #6 
periodically. 

G.  Invite  guest  speakers,  such  as  hair  stylist,  beautician,  cosmetic  representative, 
physical  education  teacher,  home  economics  teacher,  YMCA  or  YWCA 
director,  health  spa  manager,  or  nutritionist, 

H.  Make  collage  of  clothing  that  does  and  does  not  go  well  together  from 
pictures  in  catalogs  and  magazines, 

I.  Use  the  /  Am  Loveable  and  Capable  presentation  by  Sidney  Simon. 

(NOTE:  This  booklet  is  available  for  S  ,50  from  Argus  Communications; 
7440  Natchez  Avenue;  Nlles,  Illinois    60648, > 

J.  Discuss  unit  and  specific  objectives, 

K.  Discuss  information  and  assignment  sheets* 

L,  Give  test. 

M.  Reteach  if  necessary. 

N.  Test  again  until  minimum  stand^ircl  is  reached. 
JL    Stucient:  ^ 

A.  ,  Read  objective  sheet, 

B.  Study  information  sheet. 

C.  Take  notes, 

D.  Complete  assignment  shcGts, 

E.  Take  lest(s). 
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INSTRUCTIONAL  MATERIALS 

Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 

C.  Transparency  masters 

1.  TM  1-Three  Sides  of  Self 

2.  TM  2"Maslows  Hierarchy  of  Basic  Needs 

3.  TM  3-Goals  Keep  Us  on  the  Right  Track 
Assignment  sheets 

1.  Assignment  Sheet  #1  ^"Grooming  Analysis 

2.  Assignment  Sheet  #2-Do  You  See  Yourself  As  Others  See  You? 

3.  Assignment  Sheet  #3=^How  You  Get  Along  with  Others 
4=.       Assignment  Sheet  #4-Managing  Your  Time 

5.  Assignment  Sheet  #B-Self=Analysis 

6.  Assignment  Sheet  #6-Self-lmprovement 

E.  Tost  "" 

F,  Answers  to  tost 
Ruferenct'S: 

A.  Mcittinc_)ly,  John,  and  Kitzmiller,  Charles,  Vnlues  for  Distribntivv  Eckicatiun. 
Columbus:  Ohio  State  University,  Distributive  Education  MtitoriMis 
Laboratory,  1974. 

B.  Nach,  R.  A,  Wark^i/hText  for  Earl  Nigfuingalo's  Lead  tho  Fiolcf  ChiULicjo: 
Nightingale  Conant  Cor|)oration,  The  Hiiman  Resources  Company,  1974. 

C,  Human  Refaiipns^  rusi.  Columbus:  Ofiio  State  University,  Dis!f  ibutivu 
Education  Materials  Laboratory. 

D,  Hisorodt,  Donald  D,  Psychnfagy  and  Hnnmn  Rolaiions  in  fVfnrkoting. 
Gregg  Divisinn/McGraw-Hill  Book  Co.,  1969, 
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E.  Russon,  Allen  R,  Personality  DBvelopnwnt  for  Business..  4th  ed,  Dallas: 
South-Wesiern  Publishing  Co,,  1973. 

F.  Lacy,  Richard  and  Park,  Ok  D.  Job  Application  and  interview.  Columbia: 
University  of  Missouri,  Instructional  Materials  laboratory.  ' 

G.  Chapman,  Elwood  N,  Your  Attitude  Is  Showing.  Chicago:  Science  Research 
Associates,  Inc.,  1964. 

H.  Luter,  Robert  R.  Personal  Development  for  Young  Men.  Austin:  University 
of  Texas,  I  nstructional  Materials  Laboratory,  Distributive  Education 
Department,  1967  = 

I.  Burbrink,  Pauline  Personal  Development  for  Girls.  Austin:  University 
of  Texas,  Instructional  Materials  Laboratory,  Distributive  Education 
Department,  1972. 

J.  Wilkens, ^Emily.  A  New  You:  The  Art  of  Good  Grooming.  New  York:  G. 
P.  Putman*s  Sons,  1965. 

K.  Whitcomb,  Helen,  and  Cochran,  Laura  A.  Charm  for  l\/liss  Teen.  Dallas: 
Gregg  Division/McGraw-Hill  Book  Co.,  1969. 


L.  Tolman,  Ruth.  Ciiarm  and  Poise  for  Getting  Ahead.  New  York:  Milady 
Publishing  Corp.,  1967. 

M.    Famularo,  Joseph  J.,  and  Atkinson,  Khillip  S,  ^  Executive  Profile:  A  Young 
Man's  Guide  to  Business  Success.  Dallas:  Gregg  Division/McGraw-Hill  Book 
Co.,  1967. 

Films:        ,  . 

(NOTE:  Oklahoma  teachers  may /order  films  from  the  Oklahoma  Department 
of  Vocational  and  Technical  Education,  Curriculum  and  Instructional  Materials 
Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074.  Out  of  state 
teachers  may  purchase  films  from  the  addresses  listed  below.) 

A.  "Pack  Your  Own  Chute."  Available  from  Ramie  Productions;  60  West  57th 
Street;  New  York,  New  York  10019. 

B.  "A  Day  in  the  Life  of  Bonnie  Consolo,"  Available  from  Arthur  Barr 
Productions,  Inc.;  3490  East  Foothill  Boulevard;  Box  5667;  Pasadena, 
California    91 107. 

C.  "Is  It  AI\A'gys  Right  to  be  Right?"  Available  from  Roundtable  Films,  Inc.; 
Departmeiu  CA  50;  113  North  San  Vincente  Boulevard;  Beverly  Hills, 
California  90211. 
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HUMAN  RELATIONS 
UNIT  I 

INFORMATION  SHEET  * 

L    Terms  and  definitions 

A.  Human  relations-Getting  along  with  other  people 

B.  Personality-All  the  physlcaL  mental,  and  emotional  characteristics  that 
make  up  a  whole  person 

C.  Respect" Recognizing  the  worth  of  self  and  the  worth  of  other  people,  their 
property,  and  opinions 

D.  Success-Making  progress  toward  achieving  a  worthy  goal 

E.  Attitudes-Feeling  or  emotion 

IL    Reasons  for  human  relations  training 

A.  There  are  more  service  occupations  today 

B.  There  are  larger  businesses  today  which  require  more  group-oriented 
activities 

C.  Research  proves  that  good  human  relations  increase  productivity 
Business  must  treat  all  types  of  customers  equally 

(NOTE:  Management,  therefore,  must  require  employees  to  show  a  positive 
attitude  to  customers  and  co-workersj 

E.     More  formality  is  generally  required  in  business  because  an  authority 
structure  exists 

Examples:       You  might^say  to  a  friend,  "Nil  Hey,  your  hair  looks  great/' 

You  might  say  to  a  supervisor,  "Good  afternoon,  Miss  Jones. 
Your  new  hair  style  is  very  nice." 

F*     Sixty  to  seventy  percent  of  the  management  duties  are  human  relations 
skills 

G.  Ninety  percent  of  all  jobs  lost  are  lost  due  to  the  inability  to  get  aloncj 
with  people 

H,  Reaching  one  s  goals  often  depends  upon  the  ability  to  get  along  with  others 
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IIL    Physical  and  emotional  characteristics  of  personality 

A.  Physical  characteristics  (Assignment  Sheet  #1) 

1.  Affect  self-confidence 

2.  Determine  first  impressions  to  a  great  extent 

(NOTE:  First  Impressions  may  be  right  or  wrong  but  they  are 
important  because  they  are  often  lasting  impressions j 

3.  Must  usually  be  accepted 
Examples:       Height,  bone  structure 

4.  May  often  be  altered 

Examples:  Diet,  makeup,  clothing,  careful  attention  to 
appearance 

B,  Emotional  characteristics 

1.  Reasons  for  emotions  may  be  the  opposite  of  what  they  appear 
to  be 

Example:  Jealousy  of  someone's  affection  does  not  mean 
you  love  the  person  deeply;  it  says,  instead,  that 
you  are  insecure  about  your  own  worth 

2.  Emotions  should  not  be  denied  but  should  be  released  in  a  positive 
way 

3.  Person  should  express  himself/herself  through  a  few  good  activities 
which  he/she  can  do  reasonably  well 

(NOTE:  Many  people  try  to  be  everything  at  once:  musicians, 
school  political  leaders,  athletes,  scholars,  business  people,  civic 
leaders,  and  actors,) 

4.  Sometimes  it  is  necessary  to  be  polite  and  friendly  even  when 
a  person  does  not  feel  like  it 

IV.    Three  sides  of  self  (Transparency  1,  Assignment  Sheet  #2) 

A.  Person  you  think  you  are 

B.  Person  others  think  you  are 

C.  Person  you  are 
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V.  Values  of  self-respect 

(NOTE:  Having  self-respect  is  not  the  same  as  being  selfish,  self-centered,  or 
boastfuT.) 

A.    Makes  it  possible  to  wori<  on  self-improvement 
'    B.     Makes  it  easier  to  respect  others 

C.     Is  necessary  before  others  can  respect  you 

VI.  Reasons  some  people  have  little  self-respect 

A.  We  are  so  familiar  with  ourselves  we  tend  to  take  ourselves  for  granted 

B.  We  tend  to  minimize  what  we  accomplish 

C.  We  tend  to  believe  others  can  reach  heights  we  cannot 

(NOTE:  We  should  not  allow  environment  to  affect  our  level  of  self-respect.) 

VII.  Characteristics  of  people  with  little  self-respect 

A.  Rebellious  feelings 

B.  Quiet  resentment  which  builds  up  until  the  person  blasts  back  at  others 

C.  Withdrawing  from  others 

D.  Anger  at  himself/herself 

VIII.  Ways  to  protect  self-respect 

(NOTE'  The  difference  is  often  in  the  use  of  "I"  instead  of  "you."  A  person  can 
state  his/her  feelings  without  "being  bossy"  or  offendmg  others.) 

A.    Communicate  feelings  to  others  without  giving  adyicB  . 

EKamples:       "Yes,  1  do  mind.  Thank  you  for  asking." 

"Driving  fast  bothers  me."  instead  of  "Why  don't  you  slow 
down!" 

"I  don't  want  to  break  company  rules,"  Instead  of  "You 
should  not  ttiki!  off  early  whon  the  boss  isn't  here," 
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State  pljns  wlthcut  whining  or  threatening  others 

BKample:         "If  you  are  late  then  I'll  go  ahead  and  leave  for  the  party 

""'""^  ^-"^  ""^"'^  ^^^^P®       ''^  9oing  to  be  mad: 

or    Wny  don  t  you  help  me? " 

C.     Improve  relations  withnut  putting  yourself  down 

(NOTE:  Avoid  tl  -  ''Oh,  wimever  you  want  to  do"  attitudej 
^    Ways  to  achieve  self^conriol 

A.    Work  a  little  lorig^.  vvhen  you  are  tired  and  want  to  stop  working 

Do  not  allow  smali  .ritations  and  teasing  to  bother  you  much 
C.     Avoid  temptation  r-   do  or  bs  what  you  don't  want 
Ways  to  show  respect  for  u  Mors  (Assfgnment  Sheet  #3) 

A.  Show  understanding  and  aKM-eciation  of  other  people's  feelings 

B.  Realize  that  other  people's  feelings  make  sense  to  them 

C.  Be  aware  of  other  people's  feelings  as  well  as  to  what  they  are  saying 

Examples:       ||0h.  .  _  I  feel  okay"  may  be  said  with  discouragement 
I  '  ^  'I  ^  .  .  have  to  go  to  the  dentist  tomorrow"  may  be 
said  with  anxiety 

"I  just  saw  Joe!"  may  be  said  with  anger 

■'All  right!"  If  y^  say  sol"  may  be  said  with  anger 

D.  Respond  to  emotions  first 

(NOTE:  It  is  hard  to  '^tell  it  like  it  is"  or  to  give  the  straight  facts  without 
first  hearing  a  person  s  emotions  J 

Examples:       A  person  says,  "We  never  do  things  my  way." 
Responding  to  emotions  first: 

"What  I  hear  you  saying  is  that  you  feel  I'm  not  verv 
thoughtful  of  you?" 

Not  responding  to  emotions  first: 

"What  do  you  mean?  Wo  i2gver_  do  it  my  wayl" 

E,  Show  restraint  with  obnoxious  poopio 

F.  RGmember  birthdciyH,  Hpooi^il  acimlom^  kindnntiyuf,  ^l)own   cind  troubled 
timei  with  visits,  cmds,  or  some  oihur  kind  u(  token 
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G.     Help  people  feel  at  ease,  important,  and  useful 

(NOTE:  When  you  become  concerned  about  other  people,  you  forget  about 
yourself.  You  become  at  ease  with  others  and,  thus,  more  important  and 
useful  to  other  people.) 

Find  something  you  can  like  in  any  person  with  whom  you  must  get  along 

L      Realize  that  every  human  being  is  a  worthy  individual 

J,     Return  borrowed  items  promptly  to  their  correct  place 

K,     Remember  manners  and  common  courtesies 

L.     Use  the  words  "we"  and  "you"  more  than  "I" 

EKample:  The  DECA  chapter  president  may  say,  "Look  what  we 
accomplished"  instead  of  "Look  what  I  accomplished," 

XL    Desirable  characteristics  of  employees 

(NOTE:  The  following  characteristics  were  determined  by  a  recent  survey  of 
employers  in  distributive  occupationsj 

A,     Politeness-Courteous,  well  mannered,  considerate  conduct 

Examples:  Saying  "Good  morning"  and  "Thank  you;"  escorting,  when 
possible,  a  customer  to  a  credit  department  instead  of  just 
pointing  or  giving  directions 

3,  Ptitionce 

Leaving  [iersonal  problems  at  home 

D,  Punctuality 

E,  Good  attendance 

(NOTE:  Excessive  absanccs  was  tlie  number  one  [problem  in  the  l)usinassus 
su  rveyed.) 

F,  '  Honesty 

G,  Neat  fipfHuirance;  gaod  t|rooming 

H,  Smiling 

L      Not  talking  loo  much 

(NOTE:  Tins  includes  tiilkiny  on  the  tiilui)honu,) 
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J.     Lack  of  jealousy 
K.    Positive  attitude 

L.    Tact^^Expressing  ideas  and  opinions  so  tliat  they  do  not  offend  others 

M,  Dependability 

N.  Perseverance 

0.  Enthusiasm 

P.     Ifiterest  in  job 

O,     Assumincj  responsibility 

Ways  to  handle  human  relations  problems  with  unpleasant  co=vvorkers 

A.  Wolf 

1.  Be  casuyl 

2,  Fail  to  react 

B,  Grouch 


Be  [jiuasant  and  sympathetic,  not  taking  the  grumbling  and  griping 
pei^sanally 


n 


Roalizo  thai  there  may  be  many  reasons  for  crankiness,-  such  as 
fiomo  life,  financial  problems,  and  dissatisfaction  vvlih 
f'limsul  f/Tiorself 


Bossy  rieison 


Du  not  allovv  tlie  coworker  who  is  not  your  suiiervisor  to  confuse 
yuu  (Hid  cujusu  f:onflict  by  giving  you  orders 


2. 


P(iy  aitiintion  tcj  details  and  follow  cjirections  as  accurately  as 
you  can,  if  your  SLjpervisar  or  a  person  who  influences  your 
su[)erv!HCH'  !jiy(^s  you  instructions,  criticism,  or  orders 


D.  Cumpii.MiifM 


Pf>'  foly  rivnui  camMl^Nninij  as  inLJCh  as  [jossibln  because  it  Is 
Cf  )f  Utif  jinus 


7, 


positive  statements 
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E.     Tciithir  Poliicly    hut    firmly    rGfusc?    to    listen    to   nossip   by  siicldonly 
romoiiiburiiig  sanietiiincj  you  havw  to  clo  find  nolltcily  disniissiny  yourself 

(NOTE:  A  person  who  will  tell  wlidt  soirn^oiHi  has  said  will  also  ropnni 
what  you  hove  said  about  other  poopio.) 

XI  lb    Overcomini;)  boredom  on  the  job 

A.  Fii)d  Lhint.|S  to  i\u,  aiways  kaeiiintj  busy 

(NOTE:  You  may  need  to  ask  your  cmployor  for  aclditiona}  ckniosj 

B.  Try  to  do  things  in  a  different  but  efficient  way 

EKample:         Make  up  a  game  by  soelncj  liow  many  ways  you  can  af)f)roacli 
customers  without  saying  "May  I  help  you?" 

C.  Look  at  the  job  or  task  objectively 

(NOTE:  People  have  a  tendency  to  idolize  other  people  and  their  poaitions 
while  overlookincj  opfiortunities  for  improvement  in  themselves  and  in  their 
f)osition.) 

XIV.    Using  time  wisely  (Assignment  Sheet  #4) 

A.  List  things  to  be  done  during  the  day 

B.  Arrange  the  list  in  f)riorilies 

(NOTE:  It  is  sometimes  helfiful  to  [slace  items  first  which  are  hard  to 
accomfjlish  J 

C.  Do  the  tasks  in  the  order  on  the  list 

D.  Do  not  be  discouraged  if  not  all  items  are  finisiied  during  the  day 

(NOTE:  At  least  the  most  im[iortant  items  will  have  been  accomplished 
first.) 

XV.    What  motivates  [Hjople 

A.     Person's  level  of  need 

(NOTE:  Once  a  person's  basic  needs  have  been  mot,  a  person  is  motivated 
by  the  next  liigliast  leveL  For  example,  if  a  [KTson  does  not  need  to  worry 
about  fofMT  clothing,  and  shelter,  then  the  [)orson  can  give  more  time  and 
effort  to  other  ticrivities.  However,  if  a  person  is  hungry  lie  will  lie  motivoted 
only  l)y  the  need  for  food.  If  his  lifejs  in  danger,  he  will  bo  motivated 
only  h\/  ihii  nund  for  snffHyJ 


340 


14=C 


INFORMATION  SHEET 

B.  Wlujtevur  qivos  tlio  yitiHtiisl  rewiuxl 

(NOTE:  SD!Tit?lifnos  \wo\)\q  do  iliiiujs  uvun  ihoucjii  ihny  will  be  punishgcl 
Imcdum  suhcoiiBcioiisiy  ihoy  uiu  ((?Wtircjucj  by  tho  attuntion  they  recoivoj 

C.  PiuiBu  of  thfj  pursan's  work  uiul  uctiuns 

Exnni|ilud;        "Grutit/'     "  i    liku    ihcit,"     "Th  tit's    iniurosting,"  "Goad 
thinkinci,"  "Tluink  yuu,"  "Goatl  jot),"  "That's  ricjhl" 

(NOTE:  For  some?  r(?nson,  f)iaisej  of  a  person,  such  as  "You're 
such  a  yvDiiclurful  yountj  fnan/'  often  makes  a  persofi  feel 
nuilly  hocause  hu  knows  he's  not  as  wonderful  as  all  that.) 

XVh     Li}vt}ls  of  luiirian  neiKls  (Transparency  2) 

A.  Pliysioioijicnl 

ExampliiH:        Fooci,  clothinc],  shelter,  rest,  exe^rcise,  sex 

B.  Safety 

Gxamfiles:        Security,  protection  from  fihysical  harm 

C.  Attention 

Exanif)l{.'s:        Love,  sense  of  beloncjiny.  friufTdsfTip,  affection,  acceiUance 

D.  Esteem 

Examf^ies:        Bel f  resfieci.  respect  fur  others,  rt?ca(]nilion,  [iraise 

E.  Si'it  roali/atiofi 

Exnfni)le:         Duint}  wfiai  unt^  cati  do  best  - 

XVI L     Benefits  of  si-ttiiu]  cjoalH  (Tr unsiiarency  3) 

(NOTE:  Goals  fiMjUiie  [uMHev;*? atn^e  ^ind  the  nhility  to  not  berome  discauratied 
easi}y=  If  \^  :  x:onv]]--'])i\\^i\  =h;}t  sho'!,  KM'M-M^-uii.ii'v  nnrj  loui]  t^M^m  qfiais  lie  ^'M.^ 

A.  Give  dinuMioM  ancl  \)\ii:H)^\'  ic>  jiUiotis 

B,  Let  in'fhij'i  i'MiM/  'i.is  .;:.M.''V':j|  sjeecsh 


EKLC 
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C.  Help  brinc)  yboijt  dnsirtfcl  conditions 

(NOTE:  Goals  should  be  stnied  in  spGcific  termsj 

Exainple:  Plajcing  in  a  DECA  competilive  event  is  a  ypoL  H  ippinuss 
is  not  the  yoal;  it  is  the  resulting  condition  of  n  spncilic 
goal 

D,  Create  Gelf-confidencc  by  allowing  a  person  to  experience  a  series  of  sinall 
successes 

XVI I L      Steps  for  creating  ti  change  in  attftude  (Assignment  Sheets  #5  and  #6) 

(NOTE:  Some  people  find  it  helpful  to  memorize  these  steps  and  to  repeat 
and  apply  thom  when  they  face  troublesome  circumstances^ 

A.     Realize  that  you  can  change  no  one  but  yourself 

(NOTE:  Therefore!,  a  person  must  adjust  to  problem  situations  or  get  out 
of  the  problem  situation.) 

Smile 

C,  Say  something  pleasant  once  every  hour 

D,  Change  negative  statements  to  positive  statements 

E,  Change  a  negative  problem  to  a  positive  situation 

F,  Keef.)  a  mental  [Dicture  of  the  kind  of  person  you  want  to  be 
XIX.    Steps  to  solve  problems 

A.  Define  the  [Koblem 

(NOTE:  The  rqal  problem  may  not  be  what  it  first  appears  to  be.) 

B,  List  all  the  possible  solutions 

(NOTE:  Do  not  eliminate  any  [)ossit)le  solution  without  first  thinking  cibout 
it  thoroughly,  regardless  of  how  ridiculous  it  may  sound.) 

C,  Analyze  tiie  altenitftives 

D.  Eliminato  the  alternatives  one  by  one  until  an  answer  has  been  deteniiined 

(NOTE:  Some  fioonle  find  it  helfjful  to  list  the  alternatives  on  a  sheet  of 
fjaper  in  their  order  of  inifoortance  to  ihu  individual.  They  also  list  ifie 
pros  and  cons  to  each  alter nntivc  and  gradually  narrow  down  alternatives 
ufUil  an  answer  is  dcturmifiucj J 


342 


Tlie  Person  You  Think  You  Are 


The  Person  Others  Think  You  Are 


The  Person  You  Are 


0 

m 


m 


I 

n 


MASLOf  S IIERARCHY  OF  BASIC  lEEOS 


Self  Realization 


Esteem  ■  Self  Respect 


Attention  ■  Social  Activity 
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Safety 


Basic 

Physiological  Needs 
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ASSiGNMENT  SHEET  #1-GR00MING  ANALYSIS 


Check  the  column  which  best  describes  your  grooming  habits.  If  you  need  help  in  any 
area,  discuss  the  proper  solution  with  someone  who  understands  the  problem  or  find  the 
answer  in  one  of  the  many  good  books  on  grooming,  health,  and  etiquette. 


Do  you,.. 

Most  of 
the  time 

Part  of 
the  time 

Never 

1. 

Eat  a  welhbalanced  diet? 

2. 

Drink  plenty  of  liquids? 

3. 

Control  your  weight? 

4. 

Get  plenty  of  sleep  at 
regular  hours? 

5. 

Get  enough  physical  exercise 
and  fresh  air? 

6. 

Have  regular  physical 
check-ups? 

1, 

Have  regular  dental 
check-ups? 

8. 

Avoid  being  tempted  by 
unhealthy  habits? 

9.       Keep  your  nails  clean, 
trimmed,  and  cuticles 
pushed  back? 

10. 

Have  a  regular  pedicure? 

11. 

Bathe  daily? 

12.       Pat  your  face  dry  with  a 
clean  towel  in  soft  upward 
strokes? 

13. 

Wash  hair  as  needed? 

14. 

Use  a  soap  and  shampoo 
appropriate  for  your  skin 
and  hair  type? 
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Do  you... 

Most  of 
the  time 

Part  of 
the  time 

Never 

15. 

Use  an  effective  deodorant 
or  antiperspirant  daily? 

16. 

Wear  clean  undergarments  and 
hnRiprv  dailv^ 

1  1  w  ^  151  y     um  1 )  y  > 

17. 

Clean  your  face  thoroughly? 

18. 

Have  a  clear  compleKion? 

19. 

Keep  hands  away  from  face  and 
blemishes? 

20. 

Check  eyebrows  for  stray  hairs 
that  need  to  be  properly 
removed  to  maintain  an 
attractive  shape? 

21. 

Have  your  hair  cut,  styled, 
or  trinimed  regularly? 

22. 

Wear  your  hair  in  a  style  which 
is  flattering  to  your  profile, 
height,  and  shape  of  face? 

23. 

Use  dandruff  shampoo,  rinses, 
nr  ronriitinnpr^  if  nppcipri'^ 

24. 

Keep  your  hairbrushes  clean? 

B  (  U  DM      Lc5  LI  1     s  L     iOd3  L     L  W  jww 

daily? 

26, 

Brush  teeth  with  correct 
strokes? 

27. 

Use  a  breath  freshener? 

28. 

Use  dental  floss? 

29. 

Check  your  full  view  in  a 
mirror  before  leaving  the 
house? 

30. 

Purchase  clothes  wisely  to 
get  much  wear  out  of  them? 

31. 

Select  clothing  which  goes 
well  with  your  hair,  eyes, 
and  complexion? 

ERIC 
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Do  YOU„. 

Mn%t  nf 
the  time 

Part  of 
the  time 

Never 

^0           \A/pAf  pinthinn   \A/lth  npr*l^linp^ 
*j£.a           vvscii    wiwLiiiiiy   wi  LI  1    1 1      Is  1  i  1 1€3 

and  styles  which  complement 
your  physical  features  and 

areas? 

33.       Keep  creases  in  clothes 
straight? 

34.       Keep  clothes  clean,  pressed, 
and  in  good  repair? 

35*       Keep  shoes  polished  and  soles 
and  heels  repaired? 

36.       Wear  shoes  with  good  support 
if  you  must  stand  for  long 
periods  of  time? 

37.       Wear  complementary  accessories 
and  jewelry?' 

38.       Wear  colors  which  harmonize? 

39.       Wear  colors  and  patterns 
which  flatter  your  shape? 

40-       Wear  hosiery  which  is  long 
enough  and  fits  properly? 

41,       Clean  out  your  purse  or 
billfold  to  get  rid  of 
unnecessary  items? 

42,       Protect  your  skin  and  hair 
from  sun  damage? 

43,       Smile  frequently,  easilv, 
and  naturally? 

44.       Place  cologne  or  perfume 
sparingly  in  places  where 
the  scent  will  last  longest? 

45.        Sit,  stand,  and  walk  with 
correct  posture  and  feet 
pointed  straight  ahead? 

46,       Men:  Shave  or  keep  facial  hair 
trimmed? 

ERIC 
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Do  you... 

Most  of 
the  time 

Part  of 
the  time 

Never 

47.       Women;  Remove  hair  from  arms 
and  iegs? 

48.       Women:  Apply  makeup  sparingly 
and  wisely  to  accent  your 
best  features? 

49.       Women:  Keep  makeup  off  clothing? 
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ASSIGNMENT  SHEET  #2-D0  YOU  SEE  YOURSELF  AS  OTHERS  SEE  YOU? 


It  is  Important  not  only  to  be  your  best  self  but  to  project  a  truthful  Image  of  your 
-  best  self,  Rate  yourself  on  the  following  scale  and  then  have  someone  else  rate  you  as 
they  see  you.  Look  up  the  meaning  of  any  words  which  you  don't  understand -You  may 
wish  to  repeat  the  process  periodically  to  check  on  improvement  or  to  ask  other  people 
to  rate  you.  Use  a  pen  or  fiencil  different  from  the  other  person  doing  the  rating. 


Characteristics 

Rating 

Sensp  of  It u mor 

5 

4 

3 

2 

P__ — 

1 

 Poised  

5 

4 

3 

2 

1 

 SystemaUc   ^   

5 

4  _  _  ___ 

___3  

2 

1 

Courteous.  

5 

4 

3 

2 

1 

Cooperative 

5 

4 

3 

2 

1 

Aj3athetic 

5 

J 

2 

1 

Easily  impressed 

A 

2 

1 

Pays  attention 

5  _ 

A 

2 

1 

Determfned 

5 

4 

3 

2 

1 

Extroverted 

5 

4 

3 

2 

1 

Practical 

5 

4 

3 

2 

1 

Creative  

5 

A 

2 

1 

Patient 

5 

4 

3 

2 

1 

Alert 

5 

A 

2 

1 

Perfectionistic 

5 

A 

2 

1 

Pessimistic 

5 

4 

3 

2 

1 

Logical;  reasonable 

5 

4 

3 

2 

1 

Leadersfiip  qualities 

5 

4 

3 

i 

1 

hiipulsive  

Q 

>  4 

3  ; 

n 

1 

Sensible 

C 
D 

4 

3 

n 

1 
1 

Generous 

5 

4 

3 

2 

1 

Sociable 

5 

4 

3 

2 

1 

Tactful 

5 

4 

3 

2 

1 

Rude 

B 

4 

3 

2 

1 

Deceitful 

5 

4 

3 

2 

1 

Considerate 

5 

4 

3  1 

2 

1 

Sincere 

5 

4 

3 

2 

1 

Forqetful 

r  5 

4 

3 

2 

1 

Kind 

5 

4 

3  ' 

2 

1 

Inhibited 

5 

4 

3 

2 

1 

Restless 

5 

^  4 

3 

2 

1 

Possessive 

5 

4 

3 

2 

1 

Irritable 

5 

4 

3 

2  ^ 

1 

Loyal                              .  .   

4 

3 

2 

1 

Selfish     _._   

.  5  

,  ,4  I  " 

3 

2  

 1_  _  ___ 

Thouqht.ful 

5 

4 

3 

2 

Independent;  self  cjovernincj 

"  5 

"  4 

3 

2 

~  EiTiotionally  niature 

5 

-■4  ^ 

-  T 
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ASSIGNMENT  SHEET  #2 


m 


^jv'^;^^'   '  -  Characteristics 

Rating 

^-^ -/^Self-control 

5 

.  4 

3 

2 

r  - 
1 

'    Obeys  rules        '  ^ 

5 

_     4  ■ 

3 

2 

1 

Perseverant 

5 

4 

3 

2 

1 

'  Economical 

5 

4 

3 

2 

1 

Jealous 

5 

4 

3 

2 

1 

Naive 

5 

4 

3 

2 

1 

;  Dependable 

5 

4 

3 

2 

I 

Stubborn 

5 

4 

3 

2 

1 

Critical 

5  

4 

3 

2 

1 

Optimistic 

4 

3 

2 

^  :^asiiy_de^essed  

5 

4 

3 

2 

I 

Friendly                   .   • 

5 

4 

3 

2 

1 

Positive 

5 

4 

3 

2 

1 

-Ambitious 

5 

4 

3 

2 

■j 

Conceited 

5 

4  . .  „ 

3 

2 

1 

Good  natured 

5 

4 

3 

2 

1 

Honest 

5 

4 

3 

2 

■j 

Sarcastic 

5 

4 

3 

2 

•|. 

Inferiority^  complex 

5 

4 

3 

2 

i 

Enthusiastic 

5  4 

3 

2 

1 

Resourceful' 

5 

4 

3 

2 

I 

1  ntellectual 

5 

4 

2 

1 

Suspicious   

5 

4 

3 

2  • 

1 

Shrewd 

5 

4 

3 

2 

1 

Sympathetic 

5 

4  ' 

3 

2 

1 

Emotional 

5      ■  4 

3 

2 

1 

Self  conscious 

5 

4 

3 

2 

1 

Domineerinq 

5 

4 

3 

2 

1 

Argumentative  _  

5 

4 

3  . 

2 

1 

Broadminded 

5 

4 

3 

2 

1 

Efficient 

5 

4 

3 

2 

1 

Introverted 

5 

4 

3 

2 

1 

Modest;  humble 

5 

4 

■„ 

2 

^  1 
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m^iM:^-U- HUMAN  RELATIONS 

i;      . ,        UNIT  I 


V''v■i5;5^■";=:^.^' 


vs-v-  ASSIGNMENT  SHEET  #3^^H0W  YOU  GET  ALONG  WITH  OTHERS 


^i^SSAtiuccessful  person  should  know  how  to  get  along  with  others.  By  the  results  of  this 
SS^elfitest,  you  will  see  how  you  are  doing.  Check  your  answers. 

:  -  1.       You  meet  a  perion  you  immediately  do  not  like.  You  would: 

a.  Try  to  find  a  topic  of  conversation  of  common  interest, 

b.  Avoid  the  person, 

r    '     .         c.     Try  to  put  him  or  her  in  his  place. 

2.  You  are  offered  a  job  for  which  you  are  not  fitted/  You  would: 

a.  Admit  your  inadequacy  and  offer  to  learn  on  the  Job, 

b.  Refuse  to  try. 

^  c.     Try  to  bluff  through  it. 

3,  When  dearing  with  people,  such  as  salespersons  or  waitresses,  youi 

a.  Usually  smile  and  say  something  pleasant. 

b.  Are  nice  if  they  are  pleasant  to  you. 

c.  Treat  them  impersonally. 

u  -    y     4.       You  have  been  overcharged  in  a  store.  You  would: 

a.  Ask  the  salesperson  to  recheck  the  bill. 

b.  Pay  the  bill  without  saying  anything. 

■  r  c.     Tell  the  salesperson  he  has  cheated  you, 

5.       When  you  meet  a  person  who  is  badly  crippled,  you: 
a.     Treat  the  person  as  you  would  anyone  else. 
;  b.     Go  out  of  your  way  to  be  especially  nice, 

r  c.     Try  to  avoid  him  or  her. 
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6.  A  friend  has  just  bought  a  suit  which  you  think  is  unbecoming.  He  or 
she  asks  if  you  like  it.  You  would  say: 

a.  "I  think  you'll  be  happy  with  it." 

b.  "How's  the  weather  today?" 

c.  "It  looks  terrible." 

7.  You  honestly  feel  that  you: 

a.  Are  interested  in  most  people. 

b.  Are  only  really  comfortable  with  your  own  clique. 

bored  by  mofet  people. 

8.  In  a  store  you  are  in  no  hurry,  but  the  person  after  you  is  rushed.  You: 

a.  Suggest  that  the  person  go  ahead  of  you. 

b.  Make  your  selection  because  it  is  your  turn. 

c.  Take  an  extra  long  time  just  to  calm  him  or  her  down. 

9.  When  you  meet  people  of  different  races  or  religions,  you: 

a.  Consider  them  as  human  beings  much  like  yourself, 

b.  Have  a  secret  feeling  of  fear. 

c.  Are  convinced  your  way  of  li.fe  is  superior. 

10,       After  a  picnic  you  find  there  is  no  trash  basket.  You  would: 

a.  Take  the  papers,  bottles,  and  food  home  with  you. 

b.  Try  to  hide  the  trash  on  the  property. 

c.  Leave  it  on  the  ground. 
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HUMAN  RELATIONS 
UNIT  I 


ASSIGNMENT  SHEET  #4"MANAGING  YOUR  TIME 


Eitlmate  the  time  spent  on  various  activities  during  a  typical  day:  sleep,  grooming,  school, 
work,  homework,  eating,  watching  TV,  riding  around,  'ting  with  friends,  talking  on 
the  telephone.  The  estimate  of  the  number  of  hours  need  not  be  exact  but  should  add 
up  to  24  hours,  After  you  have  completed  the  time  circle,  ask  yourself  If  you  can  better 
use  your  time  and  how. 
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HUMAN  RELATIONS 
UNIT  I 


ASSIGNMENT  SHEET  #5-=SELF.ANALYSIS 


Answer  the  follovving  qt  atlons  as  they  apply  to  your  job  and/or  classroom  experiences 
;i  honestly  by  checking  the  most  appropriate  column.  Then  analyze  the  statements  checked 
.  •  "Somttlmss"  and  "Never." 


Never 

Sometimes 

Always 

1. 

Are  you  able  to  act  naturally  under  all 
circurnstances? 

Do  you  seek  opportunities  to  meet  those 
in  positions  of  authority? 

3. 

Do  you  avoid  criticiEing  otheri? 

4. 

Are  you  able  to  give  credit  to  others  for 
what  they  do,  rather  than  seek  first  to 
obtain  credit  for  yourself? 

5- 

Do  you  try  to  have  a  positive  attitude? 

6. 

Do  you  have  bad  breaks? 

7, 

Do  you  approach  your  work  confidently? 

8. 

Do   you  think  your  friends  are  more 
capable  than  you  are  at  most  things? 

9. 

Do  you  try  to  improve  your  attitudes? 

10. 

Do  you  feel  others  are  luckier  than  you 
are? 

11. 

When  you  fail,  do  you  come  right  back? 

12, 

Do  you  treat  customers  and  co-workers  as 
though  they  were  important? 

13. 

Do  you  eKpect  to  succeed? 

14/ 

Are  you  honest? 

15. 

Are     you     willing     to     accept    more  ^ 
responsibirity  on  your  job? 

16, 

Are  you  free  from  bad  habits  which  will 
impede  your  progress? 

ii 
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-  ASSIGNMENT  SHEET  #5 


Never 

Sometimes 

Always 

%  i^i^^t.^'  Do  you  discharge  your  duties  promptly  and 
efficiently     and     with     little     or  no 
r  supervision? 

uo  you  Tinisn  tne  tnings  you  starir 

19. 

Do  you  feel  your  present  job  can  help  you 

III  yuur   lULurc  wdrccrr 

20. 

.   When  you  see  your  friends  succeed,  do  you 
wish  you  were  doing  what  they  are? 

21. 

Do  you  feel  that  limitations  are  things  you 
put  on  yourself? 

22. 

Do  you  try  to  appreciate,  understand,  and 
show  a  sincere  interest  In  customers  and 
co-workers? 

23. 

Do  you  try  to  learn  as  much  as  you  can 
at  work? 

24. 

At  work,  do  you  try  to  be  a  real  service 
to  people  on  the  Job? 

25.       Do  you  try  to  improve  your  memory  of 
prices,  stock  locations,  delivery  dates,  and 
customers'  preferences? 

26.       Do  you  work  to  be  free  from  superstitions 
and  prejudices? 

27. 

Do  you  listen  attentively  to  what  people 
say  without  interrupting  them? 

28. 

Do  you  observe  closely  what  is  going  on 
around  you  and  understand  the  significance 
of  it? 

29. 

By  reading  and  studying,  do  you  keep 
informed  about  current  events,  your  work, 
your  future  career,  and  subjects  of  popular 
interest? 

30. 

Can  you  be  depended  upon  to  keep  your 
promises  to  customers  and  co-workers? 
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i^imMmif::'-  :'-  ASSIGNMENT  SHEET  #5 


Never 

Sometimes 

Always 

'Do  you  defend  from  unjust  criticism  the 
persons  and  things  (store,  merchandise) 
with  which  you  are  identified? 

'.'•32.  . 

Do  you  work  toward  your  goals? 

33; 

Do  you  measure  success  by  money? 

;  34. 

Do  you  try  to  achieve  one  goal  at  a  time? 

35. 

Do  you  believe  we  become  what  we  think 
about,  what  we  concentrate  on  achieving? 

36. 

Dovyou  believe  the  most  useful  goals  are 
specific  goals? 

37. 

Do  you  feci  successful  people  do  not  have 
problems? 

38. 

Do  you  worry  about  past  mistakes  and 
failures? 

39. 

Do  you  control  your  temper? 

40. 

Do    you   often   feel   enthusiastic  about 
something  you  wish  to  do? 

41. 

Are  you  able  to  make  decisions  about 
everyday  things  easily? 

42. 

Are  you  able  to  interest  yourself  in  the 
details  of  your  job? 

43. 

Are  you  careful  not  to  hold  grudges  against 
people? 

44, 

Do  you  usually  look  on  the  bright  side  of 
situations? 

45, 

Are  you  able  to  work  pleasantly  with 
others? 

46, 

Do  you  believe  that  we  receive  rewards  by 
giving  service  to  others? 

47. 

Do  you  try  to  find  ways  to  help  other 
people  at  work? 
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ASSIGNMENT  SHEET  #5 


Never 

Sometimes 

Always 

list:' 

Do  you  believe  It  is  important  for  a  person 
•    in  business  to  be  civic-minded? 

;  Do  you  find  your  dealings  with  others  at 
work  very  frustrating? 

50. 

Do  you  try  to  be  cooperative? 

51. 

Do  you  avoid  carrying  tales  and  gossiping 
about  others? 

52. 

Do  you  try  to  see  the  other  person's  point 
of  view? 

53.       Do  you  refrain  from  telling  others  what 
you  think  of  them? 

54, 

Do  you  avoid  arguments? 

55.       Do  you  avoid  making  fun  of  others? 

_56.       Do    you    keep   out   of   other  people's 
business? 

57.       Do  you  avoid  finding  fault  with  everyday 
little  things? 

58, 

Do  you  keep  your  personal  troubles  tO' 
yourself  on  the  job? 

59. 

Do  you  feel  honesty  is  the  way  to  success? 

60. 

Do  you  really  enjoy  your  work? 

rOi.       When  you  feel  "down"  do  you  try  to  work 
harder? 

62. 

Do  you  think  about  others  on  special 
occasions,  such  as  their  birthdays  and  in 
sorrow  and  happiness,  and  do  you  send 
them  some  expression  of  your  thoughts? 

63. 

Do  you  congratulate  your  friends  upon 
their  achievements? 

64. 

Do  you  learn,  remember,  and  use  the 
names  of  the  people  you  meet? 

65. 

Do  you  know  the  rules  of  etiquette  and 
observe  them? 
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Never 

SnfTiPtiiTi^^ 

u^iil5l.lll  1  w3 

AI\Aja\/^ 
f^M  vva  y  a 

■66*  ;     Do  you  think  about  the  rights  of  others 

;     . f'l           Kafrt fa   v/oi  1   thinly   rif  v/niif  r»\A/n^ 

67.        Do    vou    show    resDBGt    for  evsrvons 
regardless  of  position? 

68,       Are  you  appreciative  for  everything  one 
does  for  you  and  always  thank  them? 

69.       Do  you  believe  people  who  work  hard 
make  it  unnecessarily  difficult  on  others? 

70         Do  vou  trv  to  iniDrove^ 

71*       Do  you  want  to  be  like  your  present 
friends? 

72/      Do  your  friends  try  to  operate  at  their  best 
potential? 

73.       Do  you  realize  how  much  your  friends 
influence  your  achievements? 

74.       Are  you  well  groomed? 

75.       Do  you  do  just  enough  to  get  by? 

76,       Do  you  smile  often? 

77.       Do  you  really  know  that  you  are  a  unique 
and  valuable  person? 

78.       Do  you  think  about  exciting  possibilities 
In  your  future  work? 

79.       Do   you   try  to  improve  your  human 

80.       Do  you  feel  you  are  mature  in  your 
attitudes,  outlook,  and  actions? 

81.       Do  you  try  to  see  yourself  as  others  see 
you? 

82.       Do  you   feel   you  could  increase  your 
productivity  at  work? 

U  U  w 





ASSIGNMENT  SHEET  #5 


Never 

Sometimes 

Always 

Do  you  feel  wanting  money  Is  wrong? 

:|84.: 

Do  you  believe  there  li  any  value  in 
accumulating  wealth? 

85, 

Do' you  believe  how  much  money  we  earn 
is  determined  by  how  hard  it  would  be  to 
vreplaee  us? 

86. 

Do  you  feel  It  is  wrong  for  your  employer 
to  make  a  profit?  : 

87. 

Do  you  realize  that  profit  provides  jobs? 

88. 

Do  you  try  to  make  every  day  count? 

89. 

Do  you  jump  from  one  thing  to  another 
when  trying  to  accomplish  things? 

- 

90/ 

Do  you  try  to  plan  your  time  wisely? 

91. 

Do  you  believe  that  for  every  effect  there 
is  a  cause? 

92. 

When  there  is  a  problem  at  work  or  at 
schooL  do  you  try  to  be  part  of  .  the 
solution? 

93.       Do  you  get  Impatient  with  yourself? 

Are  you  patient  with  others? 

95. 

Do  you  feel  you  wfH  be  rewarded  in  some 
way  if  you  do  well  at  work  or  at  school? 

96. 

Do  you  refrain  from  exaggeration? 

97. 

Do  you  avoid  flattering  people  for  personal 
gain? 

98, 

Do  you  try  to  avoid  embarassing  others? 

99. 

Do  you  return  what  you  borrow  to  its 
proper  place? 

100. 

Do  you  accept  at  least  partial  blame^  for 
failures? 

363 


ERJC" 


Never 

W  wl  1  1  5  LI  ■  i  1 

AiWsys 

^  101. 

:  Do   you   respect   your  parents,  elders, 
employers,  and  people  in  authority? 

;  102/ 

Do  you  have  a  tendency  to  try  to  top  a 
remark  made  by  a  previous  speaker  during 
a  conversation? 

Are  you  usually  ili  at  ease  with  strangers? 

104. 

Are  you  critical  Snd  bossy? 

105, 

Do   you    ridicule  people  who  are  not 
present? 

106. 

Do  you  laugh  at  others'  mistakes? 

107/ 

Are   you    suspicious   of   other  poeple*s 
motives? 

108. 

Do  you  avoid  talking  about  yourself,  what 
you  own,  and  your  successes? 

109, 

Do  you  use  belittling  words  and  jokes 
about   those   with    different   sex,  race, 
politics,  religion,  and  beliefs? 

110. 

Do  you   believe  that  successful  people 
frequently  ask  themselves,  "How  can  1  give 
more  service  to  others?" 

/ 

111. 

Do  you  use  illness  as  an  excuse  for  not 
doing  well  on  a  job? 

112. 

Do  you  try  not  to  prejudge  customers? 
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HUMAN  RELATIONS 
UNIT  I 


ASSIGNMENT  SHEET  #6-SELF-IMPR0VEMENT 


Choose  some  way  in  which  you  want  to  change  or  to  improve.  You  may  decide 
to  study  more  industriously  or  to  do  a  better  job  in  your  work.  You  may  decide 
to  work  on  an  emotional  or  a  physical  fitness  problem.  You  may  decide  to 
diet  Whatever  improvement  you  choose,  fill  in  one  of  the  contracts  on  the 
following  page*  Write  your  name  on  the  first  line  .of  the  contract.  Fill  in  the 
number  of  days  In  which  the  contract  is  to  be  in  effect.  On  the  line  beginning 
BEHAVIOR  write  the  one  change  you  are  going  to  work  on.  On  the  line 
beginning  REV\/ARDS  list  one  or  more  activities  you  find  most  enjoyable  to 
you,  for  example,  purchasing  an  album  or  tape,  going  hunting  or  skiing,  eating 
chocolate  cake  and  Ice  cream,  playing  tennis,  going  to  the  basketball  game, 
reading  a  magazine,  riding  a  bicycle,  watching  TV,  going  to  a  dance,  sewing,  going 
shopping,  sleeping,  calling  someone  long  distance.  On  the  line  beginning 
PENALTIES  list  one  or  more  of  the  enjoyable  activities  you  will  give  up  if 
you  do  not  live  up  to  your  contract. 

Token  Rewards^-Another  way  of  giving  yourself  rewards  is  by  the  token  system. 
With  this  system  you  give  yourself  a  check  mark  for  each  hour  or  day  that 
you  live  up  to  your  contract.  Then  you  give  yourself  the  reward  when  you 
have  earned  a  certain  number  of  check  marks.  No  penalty  is  needed  when  you 
use  the  token  reward  system,  but  you  will  need  a  calendar  or  a  progress  chart 
on  which  to  record  the  check  marks  you  earn.  With  the  token  reward  system 
you  will  fill  in  the  contract  in  the  same  way,  except  that  you  list  the  number 
of  check  marks  you  must  accumulate  in  order  to  earn  the  reward. 

This  contract  should  be  personal.  Fill  It  out  periodically,  such  as  once  a  week 
or  whenever  you  record  your  hours  and  pay  In  the  DE  classroom. 


ASSIGNMENT  SHEET  #6 

;  SELFHMPROVEIVIENT  CONTRACT 

■     : ' .  .         • .      ' .    _     f      hereby  enter  into  the  following  agreement 
myself.  I  will  perform  the  behavior  stated  below  for  a  period;  of  days, 
return,  r  will  receive  the  rewards  listed  below. 

BEHAVIOR  , 

-  ^  "  ^  R  E WA  R  PS 

If  I  fail  to  live  up  to  this  contract,  these  penalties  will  take  effect. 

PENALTIES  '  


Signature 


SELF-IMPROVEMENT  CONtRACT 

I,  ,  do  hereby  enter  into  the  following  agreement 

with  myself.  I  will  perform  the  behavior  stated  below  for  a  period  of  days. 
-In  return,  I  will  receive  the  rewards  listed  below. 

BEHAVIOR 


REWARDS  . 

If  l  >  fall  to  live  up  to  this  contract,  these  penal 
PENALTIES 

ties  will  ta 

ike  effect. 

Signature 


SELF^IMPROVEMENT  CONTRACT 

L  do  hereby  enter  into  the  following  agreement 

with~myse[f.  I  will  perform  the  behavior  stated  below  for  a  period  of  days.? 
In  return/ I  will  receive  the  rewards  listed  below,  \  ' 

■   .  \ 

BEHAVIQR^   :  

"  REWARDS  (" 

If  I  fail  to  live  up  to  this  contract,  these  penalties  will  take  effect, 

PENALTIES    ^ 


Signature 


366 


DE  II  "  43^C 


HUMAN  RELATIONS 
UNIT  I 


ANSWERS  TO  ASSIGNMENT  SHEET  #3 


Scoring 

Give  yourself  5  points  for  every  "a"  answer,  3  points  for  every  "b"  answer,  and  no  points 
for  "c"  answers.  Add  up  your  score. 


Analysis 

35  to  50  points:  You  are  very  good  in  your  relationship  with  others  because  you  respect 
others  and  greet  them  with  interest  and  courtesy.  You  are  liked  by  your  friends  and 
those  with  whom  you  deal  in  a  casual  way. 

18  to  34  points:  You  do  very  well  with  others  most  of  the  time,  but  you  are  sometimes 
self-centered  and  forget  to  put  yourself  in  the  otHcr  person's  shoes.  Try  working  toward 
more  of  those  "a"  answers,  and  you  will  find  that  living  is  more  pleasant  than  it  is  now, 

0  to  17  points:  You  are  having  trouble-either  because  you  are  too  shy  or  too  aggressive. 
You  know  which!^  Good  human  relationships  are  like  anything  else  in  life;  they  take 
practice.  Select  Someone  you  know  who  is  truly  gracious.  Analyze  his  or  her  actions, 
then  adapt  those  traits  to  your  own  personality. 
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HUMAN  RELATIONS 
UNIT  I 


TEST 


1        Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


a.  Making   progress   toward    achieving  a 
worthy  goal 

b.  Recognizing  the  worth  of  self  and  the 
^     worth  of  other  people,  their  property, 

and  opinions 

c.  All  the  physical,  mental,  and  emotional 
^     characteristics  that  make  up  a  whole 

person 

d.  Getting  along  with  other  people 

e.  Feeling  or  emotion 


1.  Human  relations 

2.  Personality 

3.  Respect 

4.  Success 

5.  Attitude 


Select  from  the  list  below  reasons  for  human  relations  training  by  placing  an 
"X"  in  the  correct  blanks. 


g    jhere  are  less  service  occupations  today 


_b.  There  are  larger  businesses  today  which  require  more  group^oriented 
activities 

c.  Research  proves  that  good  human  relations  increase  productivity 
_d.  Business  must  treat  all  types  of  customers  equally 

_e.  More  formality  is  generally  required  in  business  because  an  authority 
Structure  eKists 

_f.   No  more  than  ten  to  twenty  percent  of  the  management  duties  are 
human  relations  skills 

__g.  Ninety  percent  of  all  jobs  lost  are  lost  due  to  the  inability  to  get 
along  with  people 

__h.  Reaching  one's  goals  often  depends  upon  the  ability  to  gat  along  with 

others 
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Select  from  the  list  below  true  statements  about  physical  and  emotional 
characteristics.  Place  an  "X"  in  the  correct  blanks. 

^  Physical  characteristics  are  not  important 

Physical  characteristics  affect  self  confidence 


___c.  Physical  characteristics  must  usually  be  accepted 
___d.  Physical  characteristics  may  often  be  altered 

__e.   Reasons  for  emotions  may  be  the  opposite  of  what  they  appear  to 
be  r    !  f  . 

Emotions  should  be  denied 
__g.  Sometimes  it  is  just  necessary  to  release  emotions  in  a  destructive  way 

__h.  It  is  hypocritical  to  always  be  polite  and  frfendly  if  you  don't  like 
someone 

List  the  three  sides  of  self, 

a. 

b. 

c. 

State  the  values  of  having  self  respect. 

a, 

b. 

0. 

List  two  reasons  some  people  have  little  self-respect. 


^lect  from  the  list  below  characteristics  of  people  with  little  self^respect.  Place 
an    X    m  the  correct  blanks. 

a.  Rebellious  feelings 

b.  Humbleness 

 _c.  Quiet  resentment  which  builds  up  until  the  person  blasts  back  at  others 
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d.  Self^cenrerecl 

e.  Unselfish 

f.  Withdrawing  from  others 
Ancjer  at  himself/herself 

Name  two  ways  to  protect  self^respect, 

a. 

b. 

List  two  ways  to  achieve  self-controh 

a, 

b. 

Select  from  the  list  below  ways  to  show  respect  for  others  by  placing  an  "X" 
in  the  correct  blanks. 

a.  Show  understanding  and  appreciation  of  other  people's  feelings 

b.  Realize  that  other  peoples  feelings  make  sense  to  them 

c.  Be  aware  of  other  people's  feelings  as  well  as  to  what  they  are  saying 
 ^d.  Respond  to  emotions  first 

 ^e.  Show  restraint  with  obnoxious  people 

f.  Remember  birthdays,  special  occasions,  kindnesses  shown,  and  troubled 
times  with  visits,  cards,  or  some  other  kind  of  token 

g.  Help  people  feel  at  ease,  important,  and  useful 

h.  Find  something  you  can  like  in  any  person  with  whom  you  must  get 
along 

i.  Realize  that  every  human  being  is  a  worthy  individual 
j.    Return  borrowed  items  promptly  to  their  correct  place 

 ^k.  Remember  mannerj^  and  common  courtesies 

Select  from  the  list  below  desirable  characteristics  of  employees  by  placing  an 
"X"  in  the  correct  blank, 

 ^a.  Positive  attitude 

Punctuality 
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c.  Good  attendeince 


d.  Starting  at  the  top 
^e.  Honesty 
f.   Neat  appearance 


g.  Smiling 

h.  Talking  a  lot 


Jealousy 


Match  the  descriptions  of  unpleasant  co-\A/orkers  on  the  right  with  ways  to  handl 
the  human  relations  problem. 


a.  Politely  but  firmly  refuse  to  listen  to 
gossip  by  suddenly  remembering 
something  you  have  to  do  and  politely 
dismissing  yourself 

b.  Politely  avoid  complaining  as  much  as 
possible  because  it  is  coi.  jgiuus; 
counteract  complaints  with  cheerfuL 
positive  statements 

c.  Be  casual;  fail  to  react 


d.  Be  pleasant  and  sympathetic,  no'.  .dking 
the  grumbling  and  griping  personally; 
realize  that  there  may  be  many  reasons 
for  crankiness,  such  as  home  life, 
financial  problems,  and  dissatisfaction 
with  himself/herself 

e.  Do  not  allow  the  co-worker  who  is  not 
your  supervisor  to  confuse  you  and 
cause  conflict  by  giving  you  orders;  pay 
attention  to  details  and  follow  directions 
as  accurately  as  you  ca  if  your 
supervisor  or  a  person  who  influences 
your  supervisor  gives  you  instructions, 
criticism,  or  orders 


2. 
3. 
4, 
5. 


Grouch 
Bossy  person 
Complainer 
Tattler 
Wolf 


List  two  ways  to  overcome  boredom  on  the  job. 


b. 
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14.       Arrange  in  order  the  steps  to  using  time  wisely.  Place  a  "1"  in  front  of  the 
first  step,  a  "2**  in  front  of  the  second,  and  so  on, 

a.  Arrange  the  list  in  priorities 

b.  Do  not  be  discouracjed  if  not  all  items  are  finished  during  the  day 
 c.  Do  the  tasks  in  the  order  on  the  lists 

_        d.  List  things  to  be  done  during  the  day 


15.        List  two  things  that  motivate  people. 


b; 


16.       Arrange  In  order  the  levels  of  human  needs.  Place  a  "1"  in  front  of  the  lowest 
leveL  a  "2"  in  front  of  the  next  highest  level,  and  so  on. 

a.  Esteem 

b.  Selfrrealization 

c.  Safety 

d.  Physiological 

e.  Attention 


17.       Select  from  the  list  below  the  benefits  of  setting  goals  by  placing  an  "X"  in 
the  correct  blanks, 

a.  Give  direction  and  purpose  to  actions 

b=  Let  person  know  when  he/she  has  achieved  success 

c.  Help  bring  about  desired  conditions 


d.  Create  self^confidence  by  allowing  a  person  to  experience  a  series  of 
small  successes 

18.       List  the  steps  for  creating  a  change  in  attitude. 

a. 

b. 
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Arrange  in  order  the  steps  to  solve  problems.  Place  a  "1"  in  front  of  the  first 
step,  a  "2"  in  front  of  the  second,  and  so  on, ' 

^  List  all  the  possible  solutions 

b.  Define  the  problem 

 c.  Eliminate  the  alternatives  one  by  one  until  an  answer  has  been 

determined 

 d.  Analyze  the  alternatives 
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HUMAN  RELATION'S 
UNIT  I 

ANSWERS  TO  TEST 

1.  a.  4 

b.  3 

c.  2 

d.  1 

e.  5 

2.  b,      d,      g,  h 

3.  b,  c,  d,  e 

4.  a.     Person  you  think  you  are 
b.     Person  others  think  you  are 

Person  you  are 
B,       a.     Makes  It  possible  to  work  on  self  improvement 

b.  Makes  it  easier  to  respect  others 

c.  is  necessary  before  others  can  respect  you 

6,  Any  two  of  the  following: 

a.  We  are  so  familiar  with  ourselves  we  tend  to  take  ourselves  for  granted 

b.  We  tend  to  minimize  what  we  accomplish 

c.  We  tend  to  believe  others  can  reach  heights  we  cannot 

7,  a,  c,  f,  g 

8,  Any  t^^o  of  thv  following: 

a.  Communicate  feelings  to  others  without  giving  advice 

b.  State  plans  without  whining  or  threatening  others 

c.  Improve  relations  without  putting  yourself  down 
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Any  two  of  the  following: 

a.  Work  a  little  longer  when  you  are  tired  and  want  to  stop  workinc) 

b.  Do  not  iillow  smiili  irritations  and  terising  to  bother  you  much 

c.  Avoid  temptation  to  do  or  be  what  you  don't  want 
a,  b,  c,  d,      f,  g,  h,  i,  j,  k 

i),  b,  c,  e,  f,  g 
a.  4 
b-  3 

c.  5 

d.  1 

e.  2 

Any  two  of  the  following: 

a.  Find  things  to  do,  always  keeping  busy 

b.  Try  to  do  things  in  a  different  but  efficient  way 

c.  Look  at  the  job  or  task  objectively 

a.  2 

b.  4 

c.  3 
1 

Any  two  of  the  following: 

a.  Person's  level  of  need 

b.  Whatever  gives  the  greatest  reward 

c.  Praise  of  the  persons  work  and  actions 

a,  4 

b.  5 
2 

d.  1 

e.  3 
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17.  a,  b,  c,  d 

18.  a.     Realize  that  you  can  change  no  one  but  yourself 

Smile 

c.  Say  something  pleasant  once  every  hour 

d.  Change  negative  statements  to  positive  statements 

e.  Change  a  negative  problem  to  a  positive  situation 

f.  Keep  a  mental  picture  of  the  kind  of  person  you  want  to  be 

19.  a,  2 

b.  1 

c.  4 

d.  3 


o 
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PRE^APPROACH,  APPROACH,  AND  DETERMINING  NEEDS 

UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  complete  the  first  three 
steps  in  the  sales  process:  pre^approach,  approach,  and  determining  needs.  The  student 
should  accomplish  this  by  selecting  from  lists  the  kinds  of  Information  a  salesperson 
would  need  to  gather  during  the  pre^cipfJioach  and  true  statements  about  the  greeting, 
service,  and  merchandise  approaches.  He/she  should  be  able  to  tell  how  to  determine  the 
speed  with  which  a  salesperson  approaches  a  customer  and  how  to  determine  the  customer's 
needs.  This  knowledge  will  be  evidenced  by  an  overall  score  of  eightyTive  percent  on 
the  unit  test. 


SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  selling  to  the  correct  definitions, 

2.  Arrange  in  the  usual  order  the  eight  steps  of  a  sale. 

3.  Select  from  a  list  kinds  of  information  a  salesperson  would  need  to  gather 
during  the  pre-approach  step  of  the  sales  process, 

4.  List  sources  of  product  information, 

5.  Select  from  a  list  true  statements  about  selling  approaches. 

6.  Select  from  a  list  true  statements  about  acknowledging  new  customers  when 
already  busy  with  a  customer. 

7.  Tell  how  to  determine  the  speed  of  approaching  a  customer. 

8.  Tell  how  to  determine  customer's  needs, 

9.  Select  from  a  list  true  statements  about  the  use  of  customers'  names. 
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PRE'APPROACH,  APPROACH,  AND  DETERMINING  NEEDS 

UNIT  I 

SUGGESTED  ACTIVITIES 

Teacher-Coordinator; 


A, 

Give  pretest  using  objective  sheet. 

B. 

Order  films. 

Invite  guest  speakers. 

D. 

Provide  student  with  objective  sheet. 

E. 

Provide  student  with  information  and  assignment  sheets 

Make  transparencies. 

G. 

Discuss  unit  and  specific  objectives. 

H. 

Discuss  information  and  assignment  sheets. 

1, 

Give  test. 

J. 

Reteach  if  necessary. 

Test  again  until  minimum  standard  is  reached. 

Student: 

A. 

Read  objective  sheet. 

B. 

Study  information  sheet. 

C. 

Take  notes. 

D. 

Complete  assignment  sheets. 

E. 

Take  test(s). 

INSTRUCTIONAL  MATERIALS 

I,    Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheer 
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.  C.     Transparency  master:  TM  1 -Eight  Steps  in  a  Sale 

D,  Assignment  sheets 

1,  Assignment  Sheet  #1 -Selling  Approaches 

2,  Assignment  Sheet  #2^^Buying  Motives 

3,  Assitjnment  Sheet   -3- Determining  Neecls 

E,  Test 

F,  Answers  to  test 
II.  References: 

A.  Ernest,  John  W,,  and  Ashmun,  Richard  D.  Sa/esmanship  Fundamentals. 
Dallas,  Texas:  Gregg  Division/McGraw-Hill  Book  Co.,  1973 

B.  Boole,  Yvonne  G.,  and  Corey,  Joseph  A.  Retail  Selling.  Dallas,  Texas:  Gregg 
Division/McGraw^Hill  Book  Co.,  1972, 

C.  Richert,  G,  H.;  Meyer,  Warren  G,;  Haines,  Peter  G.;  and  Harris,  E,  Edward. 
Retailing  Principles  and  Practices.  6th  ed.  Dallas,  Texas:     Gregg  and 
Community  College  Division/McGraw-Hill  Book  Co.,  1974. 

D.  Madson,  John  H.  Selling  TechniQues.  Carson  City,  Nevada:  State  of  Nevada, 
Department  of  Education. 

E.  The  Sales  Process.  East  Lansing:  Michigan  State  University,  Department  of 
Secondary  Education  and  Curriculum, 

I.    Films:  j 

(NOTE:  Only  ^klahoma  teachers  may  order  films  and  filmstrips  from  the  State 
Department  of  Vocational  and  Technical  Education,  Curriculum  and  Instructional 
Materials  Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074. 
Out=of=state  teachers  may  purchase  and/or  rent  materials  from  the  addresses 
listed.) 

A.  "Make  it  Hafjpen."  Available  from  Dartnell  Corporation,  4660  Ravenswood 
Avenue,  Cmcago,  Illinois  60640. 

B.  'Second  Effprt."  Available  from  Dartnell  Corporation,  4660  Ravenswood 
Avenue,  Chicayo,  Illinois  60640. 

C.  "Is  a  Sales  Career  for  You?"  Available  from  Counselor  Films,  Inc.,  2100 
Locust  Street,  Philadelphia,  Pennsylvania  19103, 

D.  "Career  Opportunities  in  Retailing,"  Available  from  Aims  Instructional 
Media  Services,  Inc.,  P.O.  Box  1010,  Hollywood,  California  90028. 
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PRE  APPROACH,  APPROACH,  AND  DETERMINING  NEEDS 

UNIT  I 

INFORMATION  SHEET 

I.    Tf'?rfn^  >nul  dufiiiitions 

A.  SjNiry  PuKlnic^!  iiiinoil  afiioinit  of  [JlIV 

B. .     ConiniissuHV-Pny incj  i\  yiavmn  n  porcuntcUfn  of  his/hnr  SciIoh 

(NOTE;  A  pQiHon  nuiy  ba  ynuO  l\  combincition  of  salary  cind  comniissinfi.) 

C.  Stilus  i]Liolci=  Goals  or  assKjiiiiionts  uitiiur  in  dollars  or  ufiils  for  a  spficific 
\)i)v\ni\  o\  timo 

D.  Biiyiiuj  motives  Rucisonj^  fiuoplu  hLjy  firucjucts 

(NOTE;  Those  reasons  aru  often  more  emotional  than  rational  or  obvious.) 

E.  Pro  apiironctv  Prenarationi^  for  selliny 

IL     Eitjiil  slups  of  a  sale  (Transparency  1) 

(iXOTE:  Altfiough  a  tyijical  sale  may  follov^  these  steps  in  tin  is  order,  it  is 
imriortant  for  the  sludent  to  realize  that  much  overlapping  may  occur.  For 
tjxam[)le,  many  of  the  thinys  done  durincj  the  presentation  stage  may  also  answer 
objections  held  by  ifie  CListomor  and  make  it  possible  for  the  salnsi)erHan  to 
close.  Sueujestion  selliny  may  occur  earlier  in  the  process  and  actually  l^e  used 
to  hel[)  dose  the  sale.  It  is  important,  also,  to  remember  that  there  may  be 
exceptions  to  the  facts  stated,  such  as  recommended  aproaches  and  the  foricc 
ranqe  and  num[:jer  of  items  to  show.  The  students  and  DE  teacher  coordinator(s) 
sfiould  check  with  local  emfiloyers  for  any  excepitionsj 


A, 

Pre  cififiroach 

B. 

Approach 

C. 

Determining  nueds , 

D, 

Presentation 

E. 

Handling  objections 

F. 

Close 

Suggestion  selling 

Rea^'urafice 
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(NOTE:  CustDfni^r  cKkI  [uoclLan  infoimcition  are  inifiOi  ttHit  for  till  suli^ynai  fions, 
Gsf^ucitiily  lliosu  sd\i)s\)i}\m\n  wHo  nuist  sucirch  for  proHpoctivt^  custoinurs  nulsiclu 
a  sioro  SDttintj,  SLJch  us  insuinn(;o  Siilcspci sons,  cloor  to  cioni  Scilosporsons, 
iiuiLisi  rifjl  Sti  I  unpersons,  diiil  whohjiiuiiJr  ) 

A.  I ii f uriiUi tioii  iititiciiKl  dhoui  j  uustoniur 

1.  Ndfnu 

2.  Acirlross 

3.  F^inily 

4.  Ukm  einci  cJisllkus 

5.  T        whon  pf^rson  is  tDGst  alile  to  seu  ti  salosperson 

6.  Who  nicikeni  iJuj  doc  i  si  on  to  purchGise 

B.  Infornieition  iihnLJi  your  f)rociLJct  unci  business 

1 .  Stock  loccilions 

2.  CompLiny  [jalicies 

3.  Knovvluflcje   of    brands,   roiors,  and  otiier  irnf^ortant  product 
inforiTiri  tiori 

4.  Dfilivury  dates 

5.  Cofiiparisofi  wirii  conif)*/^  i ors  and  tfviir  [jrociucts 
SoLircos  of  [jrociiJCt  information 

A.  Pro  duct  rrianutils  provicjed  by  nufnufacturers  or  company  sources 

B.  Loa  fintj)  $h  ifipnd  in  [jacking  tjoxos 

C.  Tradf*  association  joLirnals 
D=     Tf^stinri  huroaii  fui bl ications 

Exannf)lc :         Cufisufnur  Rf*/)nrt 
E.     Govern innf It  publications 
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INFORMATION  SHFET 

(j.  (jUtiriinLCcs 

H.  A(lyiirtiSi;iiu;iU!i 

i       OUi'^i   scilf;sp„rsnns,  huycrs,  find  hniuon  munhmuon 
J,  Ciistomf.'is 

Kififis  of  st'llinr)  up|)ro£ich(;s  ( Assitjiiinuiu  Shuot  =1) 

(.u.nHiiMi  luis  hnt^n  mj!)rn£ichtKl  hy  the  siilosperson.) 
A.  GriMMiiKi 

1.  Mdv  be;  ListKl  iilono  with  about  fi  four  second  pause  for  the 
ctistoriifH   10  rt;s|)ontl  with  !iis/lier  need 

Exfiniple:         "Hfillo,  Mr,  Jones." 

2.  May  be  usetl  wiiii  llie  other  kinds  of  approaches 

Exciniple:         "Good  morning,  Miss  Knight.  The-  camera  you 
wore  asking  aliout  tbe  otiier  day  just  arrived," 

Usefrwhen  extremely  busy 

Used  if  customer  is  not  looking  at  anything  in  particular 

Should  not  l)e  used  often  because  pooule  fiear  "^,ay  I  help  you?" 
M  much  that  they  have  a  tendency  to  answer  "No"  when  they 
actually  want  lielii  ^      '  ' 

4,         Shoulcl  l;;;  slated  in  a  variety  of  ways 

"Have  you  found  what  you're  looking  for?" 
J/Vhat  may  I  show  you  today?" 
"Is  .inyone  helfjing  you?" 

Merchanfli  se 

1.  Proven  to  bo  the  most  effective 

2.  Used  when  custofner  is  looking  at  merchandise 
Examplu;         "Did  you  notice  that  the  coat  is  fully  linGd?" 


B,  Se'rvico 
1. 
2. 

3, 
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J         ljs-(i  wtHMi  (UiMniiKii   1.  nut  iuokinij  di  miytliiiUl  'fi  pi.rtiCuUr 

r,,,Huh;.:        ^'Thnvi  ^c]iMa.il    dUirni    clocks    luivo    In-iin  Vifry 

"()u(   !nUMi^  jrt?  ^iil  tin  Hjlu  this  wcjuk. 

"HuVH  voii  s^MMi  !iu^  naw  siviu  ut  HweattMS  lluit  just 

HI  !  iyt^i.l''" 

Vi.     ALkn,.vJ.'(l-pMq  ruKV  cusioim.s  .vh,n  ,,lrt;,j(lv  busy  With  d  Customer 
A.      Notl,  sfi:ili'    jMil  or  qiiM't  oM   n.av  CustonilMS 

f,, A  s.iI^;;m""-^"   "'^<V  say  "Sonu;on.;  will  l)e  with  you  in  a 

illUlLIti-'-" 

I  NOTE-  "Siiinuunu"  sutmosts  conrnrn  for  Hie  second 
rnsinnior  >vit!if)Ul  in:iki(ifi  lii.-  first  customer  teoi  thfit  you 
,_,M.i  ruBhinq  hiin  hur.f 

p      i):.,M„ss  v...i.si:lf  coLHieously  from  d  customer  who  is  just  lookin|),  start 
■'      u.'  ...unci  customer  luokiru,  at  some  merctiandise,  and  return  to  the  first 
cii'.tuniei 

Pni.iM-         A  salespenion  may  say  to  tiie  first  customer,  "  Would  you 
■  "       '  like  to  look  at  these  three  items  while  1  help  this  oihei- 

custunier?" 

(NOTE:  The  first  laistomer  mitjlit  lie  near  a  htiymc)  decision, 
ptutesl  or  look  aiiimyed  at  the  ciuestion.  If  so,  simply 
acknowiedije  the  second  customer  and  remain  with  the  first 
costonuM-.) 

C      Avo  'l  nvini)  lo  help  too  many  customers  a!  once 
IX     HHP  cusiomeis  in  the  order  in  wliich.  they  enter  your  sellinc]  area 
Vii.     D,.u,i;ni:-iMq  speed  of  aiMHOirhinn  a  eusiomer 
A      MaiCfi   Uhi  cusioiner'rt  pane 

/^'OTE^  Oiiirklv  aimroacn  those  customers  who  appear  to  l3e  in  a  hurry 
Apom^ieh  in  an  uniiniried  mannfM-  those  customnrs  who  are  nm  .n  a  iiuriy.) 

g      '.j,,,^,.,.   i,,t  a  cusinnuM   iiave  to  aii|iroach  you  for  heio 

VP!      DH-rmnMOM  customer's  needs  (Assu|nment  Sheets  -2  and  ^3) 

A      Ask  ,i;.-:;nons  to  ,;k,tH,inine  the  rusiomer's  needs 

r,, Ask  'luesiion  alujul  s'/e,  style,  color,  and  weiuii! 
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INFORMATION  SHEET 


R=  ihi)  nustofiinr  discover  his^lier  nnod  if  if  \v>  not  yot  clotiriy  dofinnci 

E  ;<  cJ  rn  CusLo/iwr- 


Salesperson: 
CustOfiier: 

Salesperson: 


"Thisi  is  a  beautiful  coffcio  service, 
but  I  really  don't  [leed  it/' 
"Don't  you  do  h\  lot  of  eiuortcjininy, 
Mrs.  Smith?" 

"Yes,  I  belonc)  to  tlie  Grtjon  Thurnl) 
Garden  Clul)  and  to  liio  Ruth  Circle 
at  church." 

"This  coffee  service  would  make  your 
table  look  elegant  when  the  clulis  meet 
in  your  home,  don't  you  think?" 
"Yes,  it  would.  How  much  is  it?" 


IX.    Use  of  customers'  names 

A.  Loam  and  use  customers'  names  throughout  the  sales  process 

B.  Introduce  yourself  to  custorTiers 


amp  I 


"By  the  way,  my  name  is  Johnny  Gogetter." 

Salesperson:  "This  is  the  Spanish  bedroom  suite 

you  saw  advertised  in  tiie  paper, 
Mr,  ...  .  uh?" 

Customers  "Mr.  Gonzales." 

Salesperson:  "Mr.  Gonzales,  notice  that  you  can 

get  all  five  pieces  with  a  choice 
of  a  king  or  c|ueen  size  headboard." 


C.     Learn  names  from  sources  such  as  credit  cards,  layaway  tickets,  and  delivery 

Slif)S 

Examf;)le;  After  using  the  credit  carti  and  noticing  the  customer's  name, 
say,  "Finis  Mr,  Gonzales.  We  .will  deliver  your  turn i lure  on 
1  hursday." 
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Eight  Steps  In  A  Sale 


Reassurance 


Suggestion 


TRIAL 
CLOSE 


Selling 


Close 
Handling  Objections 

Presentation 
Determining  Needs 

Approach 


Pre-Approach 
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PRE  APPROACH.  APPROACH.  AND  DETERMINING  NEEDS 

UNIT  I 


ASSIGNMENT  SHEET  #1-SELLiNG  APPROACHES 


REMEMBER  ME? 

"I'm  the  fellow  who  goes  into  the  .restaurants  sits  down,  and  patiently  waits  while  the 
waiters  and  waitresses  do  everything  but  take  my  order.  I'm  the  fellow  who  goes  into 
u  depcirtfTient  store  and  stands  quietly  while  the  salespersons  finish  their  little  chit-chat. 
I'm  the  man  who  drives  into  a  gasoline  service  station  and  never  blows  his  horn  but  waits 
[jatiefuly  while  the  attendant  finishes  reading  his  comic  book. 

"Yes,  you  might  say  TM  A  GOOD  GUY,  But  do  you  know  who  else  I  am?    I  am  the 
Feilow  Who  Never  Comes  Back,  and  it  amuses  me  to  see  you  spending  thousands  of  dollars 
Qvery  year  to  get  me  back  into  your  store  when  I  was  there  in  the  firsf  place;  and  all 
you  had  to  do  to  keep  me  was  to  Give  Me  A  Little  Service;  Show  Me  A  Little  Courtesy/' 


L  Write  a  merchandise,  greeting,  and  service  approach  for  the  following  products: 
a)  French  poodle,  b)  f^opcorn  popper,  c)  shower  curtains,  and  d)  headache 
mecJicine. 

Product:  French  poodle 
a. 


b. 


c. 


product:  Popcorn  popper 
a  = 
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ASSIGNMENT  SHEET  #1 

Product:         Shower  curtains 
a. 

b. 

c. 

Product:  Headache  medicine 
a. 

b. 

c. 

2.       Select  three  products  you  sell  or  would  like  to  sell  and  write  a  merchandise 
approach  and  combination  greeting  and  service  approach  for  each. 

Product: 

a. 

b. 

Product: 
a. 

b. 

Product: 
a. 


EKLC 
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PRE  APPROACH,  APPROACH,  AND  DETERMINING  NEEDS 

UNIT  I 


ASSIGNMENT  SHEET  #2-BUYING  MOTiVES 


Meitch  the  buyifig  motives  listed  on  the  left  to  the  products  on  the  right  by 
(placing  the  letters  of  the  motives  in  the  blanks  of  thu  correpsfjonding  prodLicts. 
Remember  that  a  product  may  appeal  to  different  customDrs  for  a  variety  of 
reasons.  The  list  of  motives  and  benefits  is  continued  on  the  followincj  pacjes. 


Example:  Motives 

a.  Love 

b.  Comfort 

c.  Imitation 

d.  Desire  to  be 
handy  around 
the  house 


Products 


a,  c 

a,  b 

f  c,  d 

a. 

b,  c 

a. 

b.  c 

Piece  of  sculpture 
Hedge^trimmer 
Refrigerator 
Bedspread 


Motives 
a.  Ap|3erite 

[j.    'Love  of  the  opposite  sex 

c.  Love  of  parents 

d.  Love  of  children 

0.  Econofny 
f.  Comfort 

cj.      Imitation  {''Keeping  up  with 
the  Joneses") 

h.  Safety 

1.  Desire  to  be  handy 
around  the  house 

j.  Beauty 

k.     Desire  to  be  different: 
rHcognition 

L  Cleanliness 

m.  Recreation 


Products 

_  1.  Tie 

2.  Mans  suit 

3.  Coffee  pot 
_  4,  Doll 

5.  Oil  painting 

6.  Correspondence  study 

7.  Fire  extinguisher 

8.  Architect's  plans 

9.  Dress  pattern 

10.  Motorcycle 

1 1 .  Vitamins 

12.  Diet  bread 

13.  Basketball 
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ASSIGNMENT  SHEET  #2 


Motives 

n.     DuHire  to  make  or 
save  iTioney 

o.  Fear 

p.  Desire  to  biiild 

q.  Desire  to  travel 

r.  Hefilth 

s.  Competition 

t.  Sociability 


Products 

__14.  Diamond  ring 

_15.  Air  freshener 

_16.  Drum  set 

_17.  Rental  property 

_18.  Watch 

_19.  Steak 

_20,  Iced  tea 

_21.   Nonstick  cooking 
utensils 

_22.    Bouquet  of  roses 

_23,   Box  of  chocolate 
candy 

_24.  French  perfume 

_25,  Pearl  necklace 

26.  Camera  — 

_27,  Living  room  furniture 

J28.  Life  insurance 

29,  Health  insurance 

30.  Accident  insurrsnce 

31,  Sports  car 

32.  Station  wagon 

33,  Small  car 

34.  Children's  dress 
shoes 


_35.    Heating  and  cooling 
system 
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ASSIGNMENT  SHEET  #2 


Products 

36, 

Door  lock 

37, 

Snow  tires 

38. 

Safety  toed  shoes 

39, 

Battery 

40, 

Garden  too!s 

41, 

Wrench  and  socket  set 

42, 

Electric  saw 

43, 

Women's  costume  jewelry 

44, 

Women's  cosmetics 

45. 

Bath  soap 

46. 

Fabric  softener 

47. 

Stocks  and  bonds 

48, 

Model  airplane  kit 

49, 

Holy  Land  tour 

50. 

Camping  trailer 

2,       List  at  least  five  products  you  sell  and  the  possible  motives  for;  buying  those 

products. 

a. 
b, 
c. 
d. 
e. 
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PRE  APPROACH,  APPROACH.  AND  DETERMINING  NEEDS 

UNIT  I 


ASSIGNMENT  SHEET  #3-DETERMINING  NEEDS 


Below  are  some  problems  where  you  are  to  assiime  the  salesperson's  role  and  ask  leading 
cjuestions  to  .  find  out  what  the  CListomer  needs. 

1.        Mr,  Hill  comes  into  your  bookstore  and  says,  "I  want  to  get  a  book," 


2.        A  lady  comes  into  your  electrical  appliance  store  and  says,  "I  want  to  look 
at  a  blender," 


3.       An  elderly  housewife  comes  into  your  studio  and  says,  "Our  children  want  a 
picture  of  my  husband  and  me  for  Christmas," 


4.       A  man  enters  your  drugstore  and  says,  "Let  me  have  some  cough  hiedicine. 


5.       A  man  and  his  son  come  into  your  clothing  store.  The  man  greets  you  by  saying, 
"My  sorn  wants  to  get  a  hat," 
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ASSIGNMENT  SHEET  #3 

6.  A  lady  comes  into  your  toy  department  and  says,  "I  should  like  some  type 
of  educatio^nal  toy  for  my  child." 

7.  A  lady  in  a  taookstore  says,  "I  should  like  to  get  some  bridge  game  prizes.*' 

8.  A  hesitant  young  man  in  a  dress  shop  says,    "I  should  like  to  get  a  sweater," 

9.  A  student  enters  your  hobby  shop  and  says,  "I  need  a  present  for  someone 
who  likes  to  make  things." 

10.        A  teenager  in  a  cycle  shop  asks,  "Let  me  see  your  choppers." 
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PRE-APPROACH,  APPROACH,  AND  DETERMINING  NEEDS 

UNIT  I  ■ 


TEST 


1. 


Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


3, 


1. 
2. 
3. 
4. 

5, 


Salary 

Buying  motives 
Commiision 
Sales  quota 
Pre-approach 


 ^a.  Paying     person  a  percentage  of  his/her 

sales 

b.  Goals  or  assignments  either  in  dollars  or 
units  for  a  specific  period  of  time 

c.  Predetermined  amount  of  pay 

d.  Reasons  people  buy  products 
 _e.  Preparations  for  selling 

Arrange  in  the  usual  order  the  eight  steps  of  a  sale, 

 a.  Determining  needs 

Handling  objections 
 c.  Reassurance 

 d.  Approach 

e.  Suggestion  selling 

f.  Close 

g.  Pre^approach 

h.  Presentation 


Select  from  the  list  below  kinds  of  Information  a  salesperson  would  need  to 
gather  during  the  pre-approach  step  of  the  sales  process.  Place  an  ''X"  in  the 
correct  blanks. 


a.  Customers  name 

b.  Customer's  income 

c.  Time  when  person  is  best  able  to  see  a  salesperson 

d.  Who  makes  the  decision  to  ipurchase 
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Stock  locations 

f.  Company  policies 

 _g..   Knowledge  of  brands,  colors,  and  other  important  product  information 

h.  Delivery  dates 
List  two  sources  of  product  information, 
a, 
b. 

Select  from  the  list  below  true  statements  about  selling  approaches.  Place  an 
"X"  in  the  correct  blanks, 

a.  "May  I  help  you?''  is  one  of  the  most  effective  approaches 

— ^ — — 

b.  Greeting  statement  may  be  used  alone  with  about  a  four  second  pause 
for  the  customer  to  respond  with  his/her  need 

  Greeting  approach  may  be  used  with  other  kinds  of  approaches 

d.  Merchandise  approach  is  the  least  effective  approach 

e.  Service  approach  may  be  used  when  extremely  busy 
 ^f.  Service  approach  should  be  stated  in  a  variety  of  ways 

g.  Service  approach   is   used   best   when   a   customer   is  looking^^-^at 
merchandise 

Select  from  the  list  below  true  statements  about  acknowledging  new  customers 
when  already  busy  with  a  customer.  Place  an  "X"  in  the  correct  blanks. 

a.   Nod,  smile,  and/or  greet  all  new  customers 

 Casually  walk  away  from  the  "just  looking"  customer  without  saying 

anything 

c.  Help  friendij  and  customers  who  look  like  Ehey  will  make  the  largest 
purchase  first 

Avoid  trying  to  help  too  many  customers  at  once 
Tell  how  to  determino  the  speed  of  approaching  a  customer. 
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8.  Tell  how  to  determine  customer's  needs* 

9,  Select  from  the  following  list  true  statements  about  the  use  of  customers'  names. 
Place  an  "X"  in  the  correct  blanks. 

a.  Customer  will  think  a  salesperson  is  pushy  and  impersonal  if  the 
salesperson  learns  and  uses  the  customer's  name 

b.  Introduce  yourself  to  customers 

c.  Learn  names  from  sources  such  as  credit  cards,  layaway  tickets,  and 
delivery  slips 


PRE=APPROACH,  APPROACH.  AND  DETERMINING  NEEDS 

UNIT  I 


ANSWERS  TO  TEST 

a.  3 
4 

c.  1 

d.  2 

e.  5 

a.  3  7 

b.  5  f,     6  , 

c.  8  1 
cl.  2  h.  4 
a,  c,  d,  e,  f,  g,  h 

Any  two  of  the  following: 

a.  Product  manuals  provided  by  manufacturers  or  company  sources 

b.  Leaflets  shipped  in  packing  boxes 

c.  Trade  association  journals 

d.  Testing  bureau  publications 
G,  Government  publications 

f.  Labels 

g.  Guarantees 

h.  Advertisements 

L  Other  salesf5ersons,  buyers,  and  fashion  coordinators 

j.  Customers 

b,  c,  f 
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7.  a.     Match  the  customer's  pace 

b.     Never  let  the  customer  have  to  ^approach  you  for  help 

8.  a."    Ask  questions  to  determine  customer's  needs 

b.     Help  the  customer  discover  his/her  need  if  it  is  not  yet  clearly  defined 

9.  b,  c 
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PRESENTATIOM 
UNIT  li 


UNfT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  complete  the  presensation 
stage  of  the  sales  process.  The  student  will  accomplish  this  through  selecting  frorn  lists 
statements  about  how  to  show  merchandise,  what  to  .say  about  the  merchandise,  and  how 
to  talk  about  price.  The  student  should  also  be  able  to  discuss  how  much  merch^idlse 
to  show  at  one  time  and  where  to  focus  attention  when  the  customer  is  not  alone,  i  ,e/she 
should  be  able  to  tell  how  to  handle  statemants  about  competitors  and  to  state  ways 
to  recognize  and  help  different  types  of  customers.  This  knowledge  will  be  evidenced 
by  an  overall  score  of  eighty-fiva  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to; 

1.  Select  from  a  list  true  statements  about  how  to  show  merchandise. 

2.  Select  from  a  list  true  statements  about  what  to  say  about  the  merchandise 
during  a  sales  presentation. 

3.  Select  from  a  list  true  statements  about  how  to  talk  about  price. 

4.  Discuss  factors  affecting  how  much  merchandise  to  show  at  one  time. 

5.  Discuss  where  to  focus  attention  in  the  following  situation?  when  the 
customer  is  not  alone:' with  friends  who  influence  the  customer,  husband 
and  wife  together,  group  of  people,  and  parents  with  children. 

6.  Tell  how  to  handle  statements  about  competitors. 

7.  State  ways  to  recognize  and  ways  to  help  the  following  types  of  customers: 
impulsive  customer,  deliberate  customer,  undecided  customer,  decided 
customer,  very  talkative  customer,  silent  customer,  and  knowHt-all  customer. 
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PRESENTATION 
UNIT  II 

SUGGESTED  ACTIVITIES 

L  Teacher^Coordinator: 

A.  Give  pretest  using  objective  sheet. 

B.  Order  films, 

C.  Invite  guest  speakers. 

D.  Provide  student  with  objective  sheet. 

i.    Provide  student  with  information  and  assignment  sheets. 

F.  Pantomime  sales  demonstrations  using  onry  gestures  and  demonstrations, 

G.  Make  transparencies. 

H.  Discuss  unit  and  specific  objectives. 

I.  Discuss  information  and  assignment  sheots, 
J,     Give  test. 

K.     Reteach  if  necessary. 

L.     Test  again  until  minimum  standard  is  reached. 
II.  Student: 

A.  Read  objective  sheet. 

B.  Study  information  sheet. 

C.  Take  notes. 

D.  Pantomime  sales  demonstrations, 

E.  Complete  assignment  sheets. 

F.  Take  test(s). 

INSTRUCTIONAL  MATERIALS 

L    Included  in  this  unit: 
A     Otajective  sheet 
B,     Information  sheet 
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C.  Transparency  masters 

1.  TM  1 --Involving  the  Custorner 

2,  TM  2--Don't  Pick  up  Bad  Habits 

3*       TM  3--Give  Your  Customer  Red-Carpet  Treatment 

D.  Assignment  sheets  : 

1 .  Assignment  Sheet  #1  --Showing  and  Talking  About  Merchandise 

2.  Assignment  Sheet  #2-Benefit  and  Feature  Selling 

3.  Assignment  Sheet  #3--lnterpreting  Customer's  Personality  and 
Needs 

4.  Assignment  Sheet  #4-Handling  Customers  Tactfully 

E .  Test 

F.  Answers  to  test 
References': 

A.  Ernest,  John  W.,  and  Ashmun,  Richard  D.  Salesmanship  Fundamentals. 
Dallas,  Texas:  Gregg  Division/McGraw-Hill  Book  Co.,  1973 

B.  Boale,  Yvonne  G.,  and  Coney,  Joseph  A.  Retail  Selling.  Dallas,  Texas;  Gregg 
Division/McGraw'Hill  Book  Co.,  1972. 

C.  Richert,  G.  H.,  Meyer,  Warren  G.,  Haines,  Peter  G,,  and^  Harris,  E.  Edward. 
Retailing  Principles  and  Practices,  6th  ed.  Dallas,  Texas:  Gregg  and 
Community  College  Division/McGraw-Hill  Book  Co.,  1974. 

D.  Madson,  John  H.  Selling  Techniques.  Carson  City,  Nevada:  State  of  Nevada 
Department  of  Educatfon. 

E.  The  Sales  Process,  East  Lansing:  Michigan  State  University,  Department  of 
Secondary  Education  and  Curriculum. 

Films: 

(NOTE:  Only  Oklahoma  teachers  may  order  films  and  filmstrips  from  the  State 
Department  of  Vocational  and  Technical  Education,  Curriculum  and  Instructional 
Materials  Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074. 
Out-of-state  teachers  may  purchase  and/or  rent  materials  from  the  addresses 
listed,) 

A.  **Make  It  Happen."  Available  from  Dartnell  Corporation,  4660  Ravenswood 
Avenue,  Chicago,  Illinois  60640. 
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B.  "Second  Effort,"  Available  from  Dartnell  Corporation,  4660  Ravenswood 
Avenue,  Chicago,  Illinois  60640. 

C.  "Is  a  Sales  Career  for -You?"  Available  from  Counselor  Films,  Inc,  2100 
Locust  Street,  Philadelphia,  Pennsylvania  19103, 

D.  "Career  Opportunities  in  Retailing."  Available  from  Aims  Instructional 
Media  Services,  Inc.,  P,0,  Box  1010,  Hollywood,  California  90028, 
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PRESENTATION 
UNIT  II 

INFORMATION  SHEET 
How  to  show  merchandise  (Assignment  Sheet  #1) 

(NOTE;  Try  to  make  a  lasting  friend  out  of  each  customer.  Be  sincere,  honest, 
and  respectful  to  each  person  who  enters  your  business.  After  all,  the  customers 
are  your  reason  for  being  in  business.) 

A.  Handle  merchandise  respectfully  to  show  that  it  has  value 

B.  Hold  merchandise  with  as  little  of  your  hands  showing  as  possible 
(NOTE:  Observe  how  products  are  held  on  television  commercials) 

C.  Hold  small  items  at  eye  level 

Show  merchandise  against  a  complementary  background 

Example:        You  might  show  a  diamond  ring  against  a  black  velvet  cloth 
with  a  bright  light  shining  on  the  jewelry 

E.  Show  merchandise  as  it  would  be  used 

Examples:       Tie  placed  against  a  shirt 

Furniture  placed  in  a  model  room 
Stereo  playing  an  album 

F.  Keep  your  eyes  on  the  customer's  face,  glancing  momentarily  at  the  feature 
you  are  pointing  out  and  then  back  again  to  the  customer 

(NOTE:  Some  salespeople  use  a  pen  or  pencil  to  help  point  out  features.) 

G.  Get  the  product  into  the  customer's  hands  as  soon  as  possible 

(NOTE:  This  gives  the  customer  a  feeling  of  ownerships 

Examples:       Encourage  the  customer  to  try  on  clothing 

Ask  the  customer  to  open  drawers  and  doors 
Let  the  customer  read  brochures  and  pamphlets 

H.  Involve  as  many  of  the  five  senses  as  possible  (Transparency  1) 

1,  Sight 

2.  Touch 
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INFORM^ATION  SHEET 

3.  Hearing 
5,  Smell 

I.      Avoid  Hxcosses  >n  ali  phases  of  a  presentation 

{NOTE:  Elabarate  dress,  loo  many  gestures,  or  too  many  questions  may 
ruin  a  sales  preseruatio/i,) 

IL    What  to  say  about  the  merchandise  during  the  sales  presentation 

A.    Sell  the  benefits  of  the  product  that  meet  the  customer's  needs  rather  than 
the  product  features  alone  (Assignment  Sheet  #2) 

(NOTE;  The  words  "you'*  nnd  "yours"  used  with  benefit  selling  make  it 
Qs/iin  more  effective  because  it  personalizes  the  feature  for  the  customer,) 


EKLC 


B.  Create  pictures  in  tlie  customer's  mind  of  him/her  using  the  product 

Exan-plcs;  "Mr.  Snow,  you  nan  really  glide  down  the  slopes  quickly 
and  easily  with  these  skis." 

"Imagine  yourself  at  Lake  Tenkiller  with  fish  jumping  all 
around  and  you  sitting  right  in  the  middle  of  it  with  this 
new  bass  boat/' 

C.  Refer  back  to  statements  made  by  the  customer 

Example:  "As  you  yaid,  Mrs.  Green,  this  style  coffee  pot  will  be  easier 
to  clean," 

D.  Use  descriptive  words  and  phrases 

E.  Avoid  degrading,  annoying,  or  trire  words  and  phrases  (Transparency  2) 

Examples:  Do  you  undorstand?  -  Know  what  I  mean?  -  Get  the  idea?- 
Don't  you  know?  ^  honey  -  dear  -  friend  -  pretty  ^-  beauti^ 
ful  ==  nice    fine  -  cheap 

F.  Avoid  usifUj  worrls  too  tecluiical  for  the  customer 

G.  Support  stat(»ments  with  facts  and  figures  whenever  fiossible 

M.     LJiie  charti^,  parnphluts,  and  po'^ters  wliiiri  availnbia  to  illustrate  benefits 
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Talk  as  if  you  anticipate  the  customer  will  buy,  not  as  if  you  have  just 
a  faint  hope  that  he/shii  might  buy 

Examples:  "When  you  have  used  this  a  few  days,  you  will  not  part 
with  it  for  five  times  the  cost"  is  more  effective  than  "if 
you  purchat;o  this,  you'll  wonder  how  you  ever  got  along 
without  it." 

"Rosemary,  what  color  do  you  prefer?"  is  more  positive  than 
"You  wouldn't  want  this  color  would  you?" 


J.     Ask  a  series  of  short  questions  to  which  a  customer  can  answer  "yes" 

(NOTE:  This  will  put  the  customer  in  a  positive  frame  of  mind,) 

Example:        Salesperson:  "You  want  a  portable  TV  that  your  wife 

and  children  may  carry  easily  from  room 
to  room?" 
Custonwr:  "That's  right." 

Salesperson:  "Pick  this  one  up.  Isn't  it  light?  It  only 

weighs  sixteen  pounds," 

Ciistonier\  "Yes,  it  is  lightweight." 

Salesperson:  "Isn't  that  a  clear  picture?  Notice  how 

easily  the  colors  adjust  to  give  you  a 
true,  bright  picture/' 

Customer:  "Uh  huh," 

K.     Nod  your  head  "yes"  when  asking  a  question  for  which  you  hope  to  receive 
a  positive  response 

L.     Never  argue  or  sound  rude  with  a  customer  (Transparency  3) 

M.  ■  Do  not  judge  a  customer  by  the  way  he/she  is  dressed  (Assignment  Sheet 
#3) 

N,     Use  the  word  "you"  and  "let's"  more  than  "I"  ciurlng  the  presentation 

(NOTE:  "Let's"  is  a  powerful  word  because  It  impliu  "you  and  me 
together,"  making  the  customer  feel  that  he/she  is  not  alof-  in  the  buying 
decisionj 

0.    Use  references  of  people  admired  tn  some  way  by  the  customer,  sijch  as 
friends,  community  leaders,  or  famous  personalities 

(NOTE:  This  is  often  enough  to  allow  the  salesperson  to  go  ahead  and 
close  the  sale  J 

Examplo:        Salesperson:  "You  know  Mrs.  Bloomfield  who  lives 

down  the  street  from  you?" 
Ctistonmr\  "Yes,  we  both  belong  to  Leavenworth 

PTA." 


INFORMATION  SHEET 

Salespirson;  -'Well,  Mrs,  Bloomfield  bought  Secky 

brand  hose  and  says  she  wouldn't  wear 
any  other  brand  now." 

Example:        Salesperson:  "1  have  one  of  these  hair  stylers,  and  tVe 

been  so  satisfied  that  I  gave  one  just  like 
it  to  my  brother," 

How  to  talk  about  price 

A,  Generally  let  the  customer  mention  price  first 

(NOTE:  An  exceptior  would  be  if  economy  is  one  of  the  customer's  main 
buying  motives,) 

B,  Always  support  price  with  a  positive  statement 
Examples:       "Only  S9,95," 

"You  get  all  these  features  for  just  S49.88." 

C,  Generally  show  medium  priced'  merchandise  first  If  the  customer  does  not 
indicate  any  particular  price  range 

D,  Show  higher  priced  merchandise  if  only  two  price  ranges  exist 

E,  Show  larger  quantities  if  no  preference  is  stated 

Examples:       "Would  you  like  me  to  fill  it  up  with  ethyl?" 
"You  want  a  large  coke?" 
"Would  you  like  that  with  fries?" 

Factors  affecting  how  much  merchandise  to  show  at  one  time 

A.  Generally  show  no  more  than  three  items  at  one  time  in  most  situations 

B.  Remove  items  from  the  customer's  view  as  she/he  indicates  a  lack  of  interest 

C.  Replace  unwanted  items  with  other  items  in  which  the  customer  may  be 
interested 

D.  Gradually  narrow  the  selection  until  a  buying  decision  is  made 
Presentations  when  the  customer  is  not  alone 

A,  With  friends  who  influenco  the  customer^^Concentrate  on  the  friend  and 
together  you  will  help  the  customer  meet  his/her  buying  needs 

B.  Husband  and  wifn  toyether-Sell  to  the  leader 

fcxample:  In  buyinn  n  car  ttie  husbanti  may  make  the  decision  on  the 
motor  si^e  and  the  wifo  mciy  bei  the  Iciador  on  deciding  the 
color  of  the  car 
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C.  Group  of  people'^Concentrate  on  the  leader 

D,  Parents  with  children-Realize  that  children  often  influence  their  parents 
on  what  to  buy 

VL     How  to  handle  statfimefits  about  competitors  — 

A.  Do  not  criticize  competitors  or  their  products 

B.  Refer  a  customer  to  another  store  if  there  is  no  way  to  get  the  product 
for  the  customer  within  a  reasonable  period  of  time 

VI  L     Recocjnizing  and  helping  different  types  of  customers  (Assignment  Sheet  #4) 

A.  Impulsive  customer 

1.  How  to  recognize 

a.  Wants  to  buy  quickly 

b.  Doesn't  want  detailed  information 

c.  Changes  mind  frequently 

2.  How  to  help 

a.  Give  quick  service 

b.  Give  quick,  to^the=point  answers 

B,  Deliberate  customer 

1.  How  to  reGognize 

a.  Is  slow  and  careful 

r 

b.  Is  a  good  listener  '  • 

c.  Wants  merchandise  facts  and  dfmionstrations 

d.  Likes  to  see  a  variety  of  merchandise  for  comparison 

e.  May  Ije  hard  to  filease 

2.  How  to  helfD 

a.  Show  merchafKiise  with  information  and  demonstration 

b.  Show  a  variety  of  merchandise  and  guide  the  comparisons 

c.  Don't  rusfi  decisions 
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C.  Undocided  customer 

1.  How  to  recognize 

a.  Usually  knows  need  but  is  uncertain  on  what  will  satisfy 

the  need 

b.  Nnods  suggestions 

c.  Needs  assurance  that  the  right  decision  is  being  made 

2,  How  to  help 

a.  Don't  show  too  large  an  assortment 

b.  Show,  explain,  and  demonstrate 

Give  honest  compliments  to  build  confidence 

d.  Help  without  forcing  a  decision 

D.  Decided  customer 

1.        How  to  recognize 

a.  Tells  exactly  what  he/she  wants 

b.  Likes  to  make  the  decision  by  himseif/herself 

c.  Likes  to  do  the  talking 
2..        How  to  help 

a.  Show  the  merchandise  quickly 

b.  Tell  customer  if  merchandise  is  not  available  and  quickly 
point  out  the  benefits  of  a  suitable  substitute 

E.  Very  talkative  customer 

1.  How  to  recognize 
a/     Likes  to  talk 

b.  Is  very  friendly 

c.  Wanders  off  the  subject  of  the  product 

2.  How  to  help 

a.  Respond  in  a  friendly  manner 

b,  ny  to  keep  the  conversation  on  the  subject 
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r.     Silent  customer 

1 ,  How  to  recognize 

a.  is  not  enthusiastic 

b.  Does  not  seem  to  want  to  make  a  decision 

c.  May  not  seem  to  pay  much  attention 
May  listen  but  not  comment 

2,  How  to  help 

a.  Try  to  draw  customer  out  by  questioning 

b.  Watch  customer  carefully  for  any  signs  of  interest 

c.  Avoid  talking  too  much,  but  do  not  allow  conyej^sation  to 
lag 

C3.    KnowHt-all  customer 

1.  ^How  to  recognize 

a.  Discredits  all  information  giv^n 

b.  disagreeable 

2.  How  to  help 

a.  Disarm  the  customer  by  not  offering  the  resistance  he/she 
expects 

b.  Agree  with  the  customer  vvhenever  possible 

c.  Get   in   selling  points  by   elaborating  on   those  features 
considered  important  by  the  customer 

fj      Apfieal  to  customer's  vanity  by  asking  questions 

e.  Let  the  customer  do  the  talking 

f.  Guard  your  remarks  to  keep  from  antagonizing  the  customer 

g.  Let    the   customer   make   his/her   own   decision  v^^ithout 
letting  him/her  think  that  your  help  is  needed 
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Involving  the  Customer  Helps  to 
Give  Him  the  Feeling  of  Ownership 
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ASSIGNMENT  SHEET  #1"SH0VVING  AND  TALKING  ABOUT  MERCHANDISE 

Complete  thesfj  activities  using  the  following  products;  a)  cut  flower  arrangemtsnt,  b)  wrist 
watch,  c)  underwear,  d)  f lavor-of-the-month  ice  cream,  e)  tires,  f)  cosmetics,  g)  toy,  h) 
electric  drill,  i)  jeans,  j)  car,  and  k)  a  no-iron  shirt. 

1,        Write  sel.iinc]  sentences  thai  would  create  pictures  in  the  customer's  mind  of 
each  of  the  products  being  used, 


b. 


9- 
h. 


k. 

2,       Tell  how  you  would  involve  as  many  of  the  senses  as  possible  in  selling  each 
of  "'le  products, 

a. 


b. 
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g- 
h. 


J. 
k. 


3.       List  three  products  you  sell  or  would  like  to  sell  and  answer  the  previous 
questions  about  those  three  products, 

a.  Selling  sentences 

1 )  ; 

2) 

b.  Involving  the  senses 

1) 

2)  . 
3) 
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ASSIGNMENT  SHEET  #2-BENEFIT  AND  FEATURE  SELLING 

1.       Place  a  "B''  in  front  of  the  benefit  statements  and  an  "F"  in  front  of  the  feature 
statements, 

a.  These  fireplace  accessories  are  polished  brass, 
 b.  You  can  wear  this  outfit  many  ways, 

c.  You  will  enjoy  this  dress  because  you  will  spend  a  lot  less  on  cleaning 
bills, 

d.  Because  of  the  water  treatment,  this  coat  will  keep  you  protected  from 
the  rain  at  all  times. 

e.  This  is  good  hardwood  panelling. 

f.  You  may  get  these  towels  ftionogrammed  with  the  couple's  initials 
^        for  a  lovely  personalized  gift. 

 This  dress  is  dacron  and  cotton. 

h.  Your  children  will  enjoy  these  ABC  books  while  learning  the  alphabet. 

i.  This  coat  will  be  a  flexible  addition  to  your  wardrobe  and  will  travel 
anywhere. 

j.    This  carpet  of  100%  polypropylene  fiber  will  give  you  extra  wear, 
and  it  is  easy  to  clean. 

k.  These  storm  windows  are  38  x  44  inches. 


L    This  exercise  machine  is  made  of  aluminum. 

m.  This  sewing  machine  makes  professional  buttonholes  of  any  length 
without  turning  the  fabric.  It's  so  easy! 

n.  This  pool  table  has  four  leg  levelers  which  assure  you  of  good  true 
table  balance  and  a  true  roll, 

o.  Your  shag  carpet  will  come  clean  with  this  beater  bar  feature  that 
powers  ou:  hidden  dirt. 

p.  This  vacuum  has  a  convenient  carrying  handle,  toe^ouch  on/off  switch, 
automatic  cord  rewind,  and  carries  a  conriplete  set  of  tools  on  the 
cannister*  These  features  will  make  your  vacuuming  easier. 

q.  The  power  return  automatically  brings  the  carriage  back  to  the  typing 
line  and,  thus,  will  increase  your  typing  speed  and  efficiency. 
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2.       List  at  least  five  producti  you  sell  or  would  like  to  sell  and  write  selling  sentences 
about  the  products'  benefits.  .  .  . 
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ASSIGNMEINT  SHEET  #3^TNTERPRETING  CUSTOMER'S 
PERSONALITY  AND  NEEDS 


In  the  blanks  provided  place  an  "A"  if  you  agree  and  a  ''D''  if  you  disagree  with  the  state' 
ments  following. 

 1.        It  is  a  mistake  for  any  salesperson  tn  assume  that  the  initial  attitude 

demonstrated  by  a  customer  indicates  his/her  interest  or  lack  of  interest 
in  making  a  purchase. 

 2,        A  customer  has  demanded  that  you  replace  a  product  that  he  feels  is 

defective.  You  have  told  him  that  the  product  guarantee  requires  the 
purchaser  to  return  the  product  to  the  manufacturer  for  repair  or 
replacement.  Several  other  customers  are  aware  of  the  problem  you  are 
experiencing  but  are  also  becoming  anxious  to  be  waited  on.  Your  supervisor 
is  on  his  break  and  in  order  to  serve  the  other  customers  and  avoid  more 
trouble  you  decide  to  honor  this  customer's  demand, 

 ^  3.        Mr.  Nelson  told  you  that  ho  is  "jusc  !  joking"  and  there  are  several  other 

customers  in  your  department.  Yc*i'  siiould  conc^.iV  ate  on  the  others  and 
let  Mr,  Nelson  approach  you      h^y  decides  he  would  like  any  help. 

4.  In  order  to  appear  to  be  kncwleacieebie  about  your  store  and  its  operation, 
you  tell  Mr.  Dabney  that  'tern  'mt  is  presently  sold-out  will  probably 
be  in  within  five  days. 

5.  You  should  encourage  the  sale  of  the  more  expensive  of  two  equal  quality 
prcfducts  to  Mr.  Rumfield,  a  new  custonrir*^  to  your  store,  as  you  realize 
that  the  volume  of  sales  is  important  to  ihe  success  of  any  business. 

6.  The  combination  of  selling  techniques  used  in  croducing  each  sale  will  vary 
and  depend  upon  the  individual  customer  and  his/her  individual  needs. 

  7,        A  customer  in  the  automotive  parts  store  where  you  work  appears  to  already 

know  the  individual  selling  points  of  the  difff:*"ent  brands  of  seat  covers 
that  you  have  on  display.  Assuming  that  he  is  comparing  prices  among 
different  stores,  your  courtesy  and  ability  to  sell  may  be  the  only  factor 
that  can  produce  a  sale. 

  8.        A  middli^aged  gentleman  entei'  the  "Mod  Mall"  of  Frank's  Men's  Shop 

where  you  are  employed.  You  i  lobably  will  not  sell  him  anything  as  the 
styles  in  this  department  are  geart  .?  for  high  school  and  collage  students. 
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9,        If  a  customer  is  argumentative  or  indifferent  it  is  probably  because  he/she 
does  not  like  you. 

10,  You  are  very  busy  with  a  department  inventory  that  must  be  completed 
by  closing  time  (one-half  hour).  An  elderly  lady  approaches  you  to  ask 
where  she  can  find  a  product.  You  do  not  know  for  certain  in  which 
department  the  product  would  be  located  and  you  are  very  pressed  for 
time,  it  is  airight  to  tell  her  you  are  sorry  but  the  product  is  not  In  your 
department  and  direct  her  to  the  department  that  will  "probably"  have 
it 
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-/<S!GNMENT  SHEET  #4-HANDLiNG  CUSTOMERS  TACTFULLY 


lei  I  Tiuw  you  would  hufTdlfi  {he  following  customers. 

1.        Impulsive  Irma:  "1  want  to  buy  somf?  graen  stationery;  no,  I  want  tan  stationery, 
Tiiuy  look  like  the  same  quality  paper;  I  think  Til  take  the  green  stationery." 


2.  Deliberate!  Debbie:  ''1  want  a  pet  for  my  elderly  mother.  What  kinds  of  puppies 
do  you  havu?  Do  you  have  pedinree  animals  or  any  pets  that  can  already  perform 
tricks?" 


3,  Undecided  Eunice:  "I  need  some  decorations  for  a  children's  party,  but  1  don't 
know  what  kids  nine  years  old  like  today.  Do  you  think  that  a  boy  would 
like  these  clown  decorations?" 


4."  Decided  Delbert:  "I  want  the  exercise  machine  that  is  a  stationery  bicycle  with 
twenty  pounds  of  tension  and  an  adjustable  padded  seat.  That's  what  Lwant, 
but  you  don't  have  it." 


5.  Taikativy  Teri:  "j  need  an  electric  can  opener.  Hey,  did  you  see  all  the  nice 
things  Ruby  Jewel  got  at  her  bridal  shower?  I  particularly  liked  those  cute 
salt  and  pepper  shakers,  but  the  matching  cookie  jar  and  napkin  holders  were 
nice,  too.  And  do  you  know  where  they  went  on  their  iioneymoon?" 


6,        Silent  Sam:  "I  just  don't  kfiaw  , 


7.  Knovv=lt'AII  Ned:  "That  is  not  a  good  quality  leather.  It  is  more  important  to 
have  a  hard  leather.  I  know  because  Tve  been  buying  leather  goods  in  here 
since  before  you  were  born.  I  know  wliat's  good  and  what  isn  t. 


4il 


DE  II  ■  55-D 


PRESENTATION 
UNIT  11 


ANSWERS  TO  ASSIGNMENT  SHEETS 


Assignment  Sheet  #2 


a. 

F 

g. 

F 

m. 

B 

b. 

B 

h. 

B 

n. 

B 

c. 

B 

i. 

B 

o. 

B 

d. 

B 

j. 

B 

p. 

B 

e. 

F 

k. 

F 

q. 

B 

f. 

B 

1. 

F 

r. 

B 

Assignment  Sheet  #3 

1.  Agree-Don't  prejudge.  This  attitude  may  be  misunderstood  by  the  customer  to 
mean  aggressiveness  or  lack  of  interest  in  serving  him, 

2.  Disagree-This  is  an  extremely  difficult  situation.  The  customer  may  simply  be 
trying  to  bully  you  by  creating  a  disturbance.  REMAIN  CALM  but  insist  that 
you  are  unable  to  accommodate  him  In  this  way.  Suggest  that  he  may  wait 
until  the  supervisor  returns  if  this  is  the  only  way  he  feels  he  can  be  helped 
or  offer  to  give  him  the  mailing  address  for  the  company  if  he  doesn't  have 
it. 

3.  Disagree-lf  nothing  more,  simply  keep  eye-contact  with  Mr.  Nelson  so  that  if 
he  does  discover  he  needs  help  or  information  you  can  be  Johnny-on-the-spot, 

4.  Disagree^-lf  Mr.  Dabney  comes  in  five  days  later  and  the  merchandise  is  not 
yet  available  he  will  probably  be  unhappy.  Offer  to  check  with  your  supervisor 
in  order  to  save  him  an  extra  trip  or  volunteer  to  call  him  when  product  is 
received. 

5.  Disagree-You  may  destroy  future  goodwill  and  sales  profit  if  Mr.  Rumfield  later 
discovers  he  could  have  purchased  the  same  quality  for  less  money. 

6*  Agree-Each  of  us  as  individuals  responds  to  different  and  individual  approaches. 
The  successful  salesperson  carefully  but  discretely  studies  his/her  customers  and 
devfjlops  each  sale  to  meet  individual  needs, 

7,  Agree^^When  price  and  quality  are  the  same  or  In  somL'  instances  when  price 
rind  quality  are  not  the  same,  customers  will  be  influenced  by  the  personnlity 
of  the  saleSf)nrson,  his/her  sincerity,  courtesy,  and  ability  to  sell  the  product. 
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8,  Disagree-Don't  prejudge  a  customer  or  the  probability  of  a  sale.  It  is  a  negative 
approach  in  any  case. 

9,  Disagree-The  salesperson  can  not  allow  himself/herself  to  question  his/her  own 
ability  or  attitude.  Customers  will  surely  see  this  and  lose  faith  in  the  ability 
of  the  salesperson  to  help  them, 

10.  Disagree-The  customer  Is  the  main  reason  for  the  business  to  operate,  EKplain 
that  you  are  uncertain  but  volunteer  to  locate  the  product  or  find  another 
salesperson  who  can  help  this  customer.  This  customer  may  already  have  tried 
another  salesperson  or  been  unable  to  find  someone  else  to  help  her.  Unless 
you  take  action  that  is  certain  to  satisfy  her  need  she  may  give  up  and  leave 
the  store. 

Assignment  Sheet  #4 

1.  a.      Give  quick  service 

b.     Give  quick,  to-the^point  answers 

2.  a.     Show  merchandise  with  information  and  demonstration 

b.  Show  a  variety  of  merchandise  and  guide  the  comparisons 

c.  Don't  rush  decisions 

3.  a.     Don't  show  too  large  an  assortment 

b.  Show,  explain,  and  demonstrate 

c.  Give  honest  compliments  to  build  confidence 

d.  Help  without  forcing  a  decision 

4.  a.  Show  the  merchandise  quickly 

b.     Tell  customer  if  the  merchandise  is  not  available  and  quickly  point  out 
the  benefits  of  a  suitable  substitute 

5.  a.      Respond  in  a  friendly  manner 

b.     Try  to  keep  the  conversation  on  the  subject 

6.  a.     Try  to  draw  the  customer  out  by  questioning 

b.  Watch  customer  carefully  for  any  signs  of  interest 

c.  Avoid  talking  too  much 

7.  a,  Disarm  ciistomer  by  not  offering  the  resistance  he/she  expects 
b.  Agree  with  customer  whonever  possible 
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c.  Get  in  selling  points  by  elaborating  on  those  features  considered  important 
by  the  customer 

d.  Appeal  to  his/her  vanity  by  asking  questions 

e.  Let  the  customer  do  the  talking 

f.  Guard  your  remarks  to  keep  from  anatagonizing  the  customer 

g.  Let  the  customer  make  his/hir  decision,  without  letting  him/her  think  that 
your  help  is  needed 
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PRESENTATION 
UNIT  II 


TEST 


Select  from  the  list  below  true  statements  about  how  to  show  merchandise. 
Place  an  "X"  in  the  correct  blanks. 

.   ^a.  Handle  merchandise  respectfully  to  show  that  it  has  value 

__JD.  Do  not  use  your  hands  during  a  presentation 

Show  merchandise  as  it  would  be  used 

d.  Keep  your  eyes  on  the  merchandise 

 e.  Hold  the  product  for  the  customer  as  long  as  possible 

 f.  Involve  as  many  of  the  five  senses  as  possible 

 ^g.  Avoid  eKcesses  in  all  phases  of  a  presentation 


Select  from  the  following  list  true  statements  about  what  to  say  about  the 
merchandise  during  the  presentation.  Place  an  "X"  in  the  correct  blanks. 

a.  Sell  features  instead  of  benefits** 

b.  Create  pictures  in  the  customer's  mind  of  him/her  using  the  product 

c.  Refer  back  to  statements  made  by  the  customer 
 d.  Use  descriptive  words  and  phrases 


_e.  Avoid  degrading,  annoying,  or  trite  words  and  phrases 

f.  Use  technical  words  to  show  the  customer  you  know  the  product  well 

g.  Talk  as  if  you  anticipate  the  customer  will  buy,  not  as  if  you  have 
Just  a  faint  hope  that  he/she  might  buy 

h.  Ask  a  series  of  short  questions  to  which  a  customer  can  answer  "yes" 
J.    Never  argue  or  sound  rude  with  a  customer 

j.    Do  not  judge  a  customer  by  the  way  he/she  is  dressed 

k.  Use  references  of  people  admired  in  some  way  by  the  customer,  such 
as  friends,  community  leaders,  or  famous  personalities 
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3.       Select  from  the  following  list  true  statements  about  how  to  talk  about  price. 
Place  an  "X"  In  the  correct  blanks, 

a.  Generally  let  the  customer  mention  price  first 

b.  Always  support  price  with  a  positive  statement 

  c.  Generally  show  the  lowest  priced  merchandise  first 

d.  Show  small  quantities  if  no  preference  is  stated 


Discuss  factors  affecting  how  much  merchandise  to  show  at  one  time. 


5.  Discuss  where  to  focus  attention  in  the  following  situations  when  the  customer 
is  not  alone. 

a.  With  friends  who  influence  the  customer- 

b.  Husband  and  wife  together-- 

c.  Group  of  people- 

d.  Parents  with  children-- 

6.  Tell  how  to  handle  statements  about  competitors. 

7.  State  one  way  to  recognize  and  one  way  to  help  the  following  types  of  customers. 

a.  Impulsive  customer 

1)  How  to  recognize 

2)  How  to  help 

b.  Deliberate  customer 

1 )       How  to  recognise 
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2)        How  to  help 

Undecided  customer 

1)  How  to  recognize 

2)  How  to  help 

d;     Decided  customer 

1)  How  to  recognize 

2)  How  to  help 

e.  Very  talkative  customer 

1)  =     How  to  recognize 

2)  How  to  help 

f.  Silent  customer 

1)  How  to  recognize 

2)  How  to  help 

g.  KnowHt-all  customer 

1 )  How  to  recognize 

2)  How  to  help 
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PRESENTATION 
UNIT  II 

ANSWERS  TO  TEST 

1*       a,  c,  f,  g 

2.  b,  c,  d,      g,  h,  i,  j,  k 

3.  a,  b 

4.  Discussion  should  include: 

a.  Generally  show  no  more  than  three  items  at  one  time  in  most  situations 

b.  Remove  items  from  the  customer's  view  as  she/he  indicates  a  lack  of  interest 

r  Cv     Replace  unwanted  items  with  other  items  in  which  the  customer  may  be 
interested 

d.     Gradually  narrow  the  selection  until  a  buying  decision  is  made 

5.  Discussion  should  include: 

a.  Concentrate  on  the  friend  and  together  you.  will  help  the  customer  meet 
his/her  buying  needs 

b.  Sell  to  the  leader 

c.  Concentrate  on  the  leader 

d.  Realize  that  children  often  Influence  their  parents  on  what  to  buy 

6.  a.  Do  not  criticize  competitors  or  their  products 

b.     Refer  a  customer  to  another  store  if  there  is  no  way  to  get  the  product 
for  the  customer  within  a  reasonable  period  of  time 

7.  Answer  should  include  any  one  of  the  following  under  each  category: 
a.     Impulsive  customer 

1)       How  to  recognize 

a)  Wants  to  buy  quickly 

b)  Doesn't  want  detailed  information 

c)  Changes  mind  frequently 
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2)       How  to  help 

a)  Give  quick  service 

b)  Give  quick,  to  uie-point  answers 

b.  Deliberate  customer 

1 )  How  to  recognize 

a)  Is  ,^low  and  careful 

b)  Is  a  good  listener 

c)  Wants  merchandise  facts  and  demonstrations 

d)  Likes  to  see  a  variety  of  merchandise  for  comparison 

e)  May  be  hard  to  please 

2)  How  to  help 

a)  Show  merchandise  with  information  and  demonstration 

b)  Show  a  variety  of  merchandise  and  guide  the  comparisons 

c)  Don't  rush  decisions 

c.  Undecided  customer 

1)  How  to  recognize 

a)  Usually  knows  need  but  is  uncertain  on  what  will  satisfy 

the  need 

b)  Needs  suggestions 

c)  Needs  assurance  that  right  decision  is  being  madt 

2)  How  to  help 

a)  Don't  show  too  large  an  assortment 

b)  Show,  explain,  and  demonstrate 

c)  Give  honest  compliments  to  build  confidence 

d)  Help  without  forcing  a  decision 

d.  Decided  customer 

1)       How  to  recognize 

a)     Tells  exactly  what  he/she  wants 
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b)  Likes  to  make  the  decision  by  himself/herself 

c)  Likes  to  do  the  talking 
'    2)        How  to  help 

a)  Show  the  merchandise  quickly 

b)  Tell  customer  if  merchandise  is  not  available  and  quickly 
point  out  the  benefits  of  a  suitable  substitute 

e.  Very  talkative  customer 

1)  How  to  recognize 

a)  Likes  to  talk 

b)  Is  very  friendly 

c)  Wanders  off  the  subject  of  the  product 

2)  How  to  help 

a)  Respond  in  a  friendly  manner 

b)  Try  to  keep  the  conversation  on  the  subject 

f.  Silent  customer 

1)  How  to  recognize 

a)  Is  not  enthusiastic 

b)  Does  not  seem  to  want  to  make  a  decision 

c)  May  not  seem  to  pay  much  attention 
dj     May  listen  but  not  comment 

2)  How  to  help 

a)  Try  to  draw  the  customer  out  by  questioning 

b)  Watch  customer  carefully  for  any  signs  of  interest 

c)  Avoid  talking  too  much,  taut  do  not  allow  conversation  to 
lag 

g.  Knaw-it-all  customer 

1)       How  to  recognize 

a)  Discredits  all  information  given 

b)  Is  disagreQable 
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2)        How  to  help 

a)  Disarm  the  customer  by  not  offering  the  resistance  he/she 
expects 

b)  Agree  with  the  customer  whenever  possible 

c)  Get   in  selling  points  by  elaborating  on  those  features 
considered  important  by  the  customer 

d)  Appeal  to  customer's  vanity  by  asking  questions 

e)  Let  the  customer  do  the  talking 

f)  Guard  your  remarks  to  keep  from  antagonizing  the  customer 

g)  Let  the  customer  make  his/her  own  decision  without  letting 
him/her  think  that  your  help  is  needed 
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OVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING,  AND  REASSURANCE 
UNIT  Mi 


UNIT  OBJECTIVE  : 

After  completion  of  this  unit,  the  student  should  be  able  to  complete  the  last  four  steps 
of  the  sales  process  and  to  put  all  the  steps  together  in  order  to  make  a  satisfactory 
sale.  This  will  be  evidenced  by  matching  common  oblectlons  about  merchandise,  the  time 
of  purchase,  and  price  to  methods  of  handling  those  objections  and  selecting  from  lists 
true  s'.atements  about  what  to  do  when  a  sale  is  not  closed  and  true  statements  about 
suggestion  selling.  The  student  should  also  be  able  to  arrange  in  order  the  steps  in  substitute 
selling,  list  reasons  for  offering  reassurance,  select  from  a  list  non-selling  duties  of 
salespersons,  and  tell  how  to  trade-up.  This  knowledge  will  be  evidenced  through 
demonstration  and  by  scoring  eighty-five  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Select  from  a  list  true  statements  about  handling  customers',  objections. 

2.  Match  methods  of  handling  common  objections  about  merchandise  to 
descriptive  statements  of  each. 

3.  Match  common  objections  related  to  time  of  purchase  and  price  to  methods 
of  handling  those  objections. 

4.  Select  from  a  list  true  statements  about  when  to  close  a  sale. 

5.  Match  methods  of  closing  to  explanations  of  each, 

6.  Select  from  a  list  true  statements  about  what  to  do  when  a  sale  is  not 
closed. 

'    7.       Select  from  a  list  benefits  of  suggestion  selling. 

8.  Select  from  ii  list  types  of  items  to  suggest. 

9,  Select  from  a  list  rules  for  suggestion  selling. 

* 

10.  Tell  how  to  trade  "up. 

11.  Arrange  in  order  the  steps  in  substitute  selling. 

12.  List  the  reasons  for  offering  reassurance  after  the  sale  has  been  closed. 

13.  List  common  duties  of  a  salesperson  other  than  direct  selling. 

14.  Analyze  a  sales  demonstration. 

15.  Demonstrate  the  ability  to  complete  the  sales  process  by  conducting  a  sales 
demonstration. 
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OVERCOMIIMG  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING,  AND  REASSURANCE 
UNIT  III 

SUGGESTED  ACTIVITIES 

L  Teacher=Coardmator: 

A.    Give  Dretisst  using  objective  sheet* 

C.  hw\^is  guest  speakers. 

D.  p- ..vide  student  with  objective  sheet. 

E.  Pr^A^ide  student  with  information  and  assignment  sheets. 

F.  play  2  sales  demonstration. 

G.  %./^'r  transparencies. 

H.  DiscuvV   i'^it  and  specific  objectives. 

I.  Discuss  h  " ^rnfiation  and  assignment  sheets. 
J,  Give  test. 

K,     Reteach  if  necessary. 

L.    Test  again  until  minimum  standard  is  reached. 
IL  Student: 

A.  Read  objective  sheet. 

B.  Study  information  sheet. 

C.  Take  notes. 

'D.    Complete  assignment  sheets. 
E.    Take  test(s). 

INSTRUCTIONAL  MATERIALS 

I.    Included  in  this  unit: 

A.  Objective  sheet 

B,  Information  sheet 
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C,    Transparency  masters 


1. 


TM  1-^Let  the  Air  Out  of  Objections 


2. 


TM  2^=Hidden  Features:  Find  the  Silhouettes 


3. 


TM  3-Hidden  Features:  F^ 


itch 


D.    Assignment  sheets 


Assignment  Sheet  #1"0vercon,.i)g  Objections 

Assignment  Sheet  #2^^Closing  the  Sale 

Assignment  Sheet  #3"Suggestion  Selling 

Assignment  Sheet  #4-Analyzing  a  Sales  Demonstration 

Assignment  Sheet  #5"Conducting  a  Sales  Demonstration 


E,  Test 


F,     Answers  to  test 


References: 
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C.  Richert,  G.  H.,  Meyer,  Warren  G.,  Haines,  Peter  G.,  and  Harris,  E.  Edward. 
Retailing  Principles  and  Practices.  6th  ed.  Dallas,  Texas:  Gregg  and 
Community  College  Division/McGraw-Hill  Book  Co.,  1974. 

D.  Madson,  John  H.  Selling  Techniques.  Carson  City,  Nevada:  State  of  Nevada 
Department  of  Education. 

E.  The  Sales  Process.  East  Lansing:  Michigan  State  University,  Department  of 
Secondary  Education  and  Curriculum. 
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OVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLir:G,  AND  REASSURANCE 
UNIT  III 


INFORMATION  SHEET 
Handlinii  cLjatomers  objections 

A.  Anticipate  objections  and  try  to  answer  tfiem  with  adequate  product 
information  beforehand 

(NOTE:  This  is  espC'Ciaily  effective  with  new  or  controversial  productsj 

B.  Welcome  objections  as  a  signal  that  the  customer  neods  more  information 

C,  Use  objections  as  clues  on  how  to  improve  sti  'ice 

D,  Realize  that  objections  are  natural  and  often  show  tfuu  tlie  customer  Is 
interested  in  buying 

Realize  that  the  customer  may  be  convinced  hut  needs  assurance  so  that 
the  purchase  can  b^^  defended  later  at  home  or  to  friends 

F.  Realize  that  objeciions  can  be  used  to  improve  future  sales  presentations 

G.  Avoid  any  delay  in  answering  objeciions 

(NOTE:  Delay  may  cause  the  answer  to  appear  made  up  J 

Methods  of  handling  objections  about  the  merchandise  (Transparency  1) 

(NOTE;  It  is  important  to  lecognize  the  difference  between  an  excuse  and  a 
sincere  objection.  An  excuse,  such  as  "I'm  just  shopping  around  today,"  may 
\m  hiding  a  real  oi)jnctionJ 

A.  "Yes  .  ,  .  but"  or  "Yes  ,  ,  ,  and"  method  - Agreeing  with  the  customer's 
reasonincj  before  answering  the  objection 

Exam[)le;         "Yes,  it  in  a  light  color,  but  it  is  treated  to  be  stain  resistant," 

B.  Superior  f3oint  metfiod  Agreeing  tliat  the  objection  is  true  and  tfien  offering 
ti  sellinrj  ()nint  In  offset  the  objection 

F:xam()tfj:         Cusio/nun  "i    didn't    think    it   would   cost  that 

fTiucii. " 

Sniesfjerson;  "It  is  not  a  low  [iriced  chair  and  here's 

thr?  reason  why  (pointing  to  tag),  Tliis 
[jrand  means  top  c}uality.  This  sturdy 
chair  is  covered  with  easv'o  care  vinyf 
over  soft  foam  rubber.  Sit  in  the  chair 
and  fefi!  how  comfortable  it  is.  That  is 
why  tlie  chair  costs  more  and  wfiy  it  s 
vvurth  the  price?," 
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INhORMAnON  SHEET 

Boof-iirM  cifi!)  inntliocl  Tum)  \\\^\  K)\)\\KAMm  intu  i\  mWwu]  poifil 

ExiHMfiie;  CusionK^n  ''l\]mt  fKiiis  art?  so  lic)fit." 

Scilusporson;  'That  is  why  tlioso  tjlLiniiniini  puns  are 

so  f (Miuirkciljlfi.  Th(?y're  not  only  liciht 
UfKl  tMSy  10  hyiidlf^  [)ul  they're  cin  thick 
;iH  Uio  jvi?f(iC|e  irufi  cincl  no[)pDr  pfHis 
which  [lifitiiis  no  scorcfiirKj  of  food." 


1.        U:^»ni  whiMi  I'tu:-  Sci!us|}t;r-un  (uf^js  ihu  oljjcctiun  is  beisocl  u[3on  c\ 

?         S.iif^Sfinrsnn  sfinnlfi  nnk  thf»  ciisfonifM  to  nxfiUiin  the?  oljjection 

(NOTE:  Ctiuliun  must  Iw.  teiken  to  do  ho  poMteiy  and  sincereiy 
so  tfu?  Sii!f)H|)tjrs(3[i  clocjH  not  offuiid  tliy  customarT 

Excinifjh?;         Custntni}/  :  "|  woLjIcIn't  have  nil  tiliiniinuni 

[jtin;  it  causes  foocl  poisoning." 
ScHesfiersoir  "  Td  be  interested  in  why  you 

think  thcit,  Mrs.  Joiics." 

E.     Diruci  fjurna!  nuThcid  Wliun  tfie  objf^ction  is  in  ifiu  forni  of  l\  ciuestion  or 

Exdrnpk;  diSiODiar.  "VVm!  this  rruiteridl  shrink?" 

Snlesperson:  "No,  it  is  guurunteed  not  lo  shrink." 

Ciistij/ni^r  \  "l        tolcj  I  only  hiul  to  fiay  one  doIUir 

down." 

Snlusporson:  '^I'm  sorry,  I^Hjt  oLir  policy  roqiiiros  a 

iwi^n ty  five  pe recent  cJeposi t." 

r.      Dfjniufistftitiun  friuthod  Of:)]f^ct!un  if^  hjnclkHj  ihruucjh  d  dfimonstreition  cind 
ci  hfitef  cufTifTu^nt 

E^"dni[}k/:         CiJiUOf! M^f':  "l  notni  !Uurdit?r  lurjcjcjfiu.  You  know  how 

i!i(jr}c]c|?i  yets  tosS'Jcl  uruund  in  airf3Drts/' 
Stilesperson :  "VVdt(-li   this,  Ms.  Andt^rson  (stands  on 

hinfjncjtj),  not  one  dent." 

MtMhodi,       hiincilinc|  fjurniriOfi  ok^jinMifHii;  r^:'ksi!;d  to  tinif?  iT  [iinchci^e  and  firice 

{Av.!un:n"ns   Shent  ^\] 

A.     "Th;.jt'i^  fnoro  tktan  i  wdfU  l(j  nnv 

7  JljSlify    dip   DfitjO   ill    t'-'f"'''S    ■.  *  VLiiue 

'N^JlE:   Vofir   fiiirs:   nxiy  .iruKiKy  Iw  lo^jvi  wfifrin  qiiaiity  and 
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INFORMATION  SHEET 

B.  ''i  cnn  [)uy  t\uj  sunie  tliirui  somRwhere  else  for  loss." 

1.        Point  out  advnnlaqf^s  of  buying  in  your  store 

Examples:        Convenient  location,  gift  wrappinf) 

2..        Prufjuct^  which  look  alike  may  not  be  of  the  same  quniity 

(NOTE:  Comparison  shopping  done  by  the  salesperson  will  help 
tfie  customer  and  tl'ie  salosfHjrson  know  if  products  areexeictly  tlie 
same  or  only  similar.) 

C.  "Til  wait  until  it's  marked  down. "-Point  out  that  the  merchandise  may 
soon  be  cjone 

D.  "I  want  to  look  around  first, "-Repeat  and  eniphasize  the  important  features 
and  benefits  to  the  customer 

E.  "I  want  my  husband  (wife,  parents)  to  see  it  first. "-^Explain  the  convenience 
of  approvak  laytiway,  or  credit  policy 

F.  ''I  don't  have  enough  money  right  now. "-Explain  tlie  convenifsnce  of 
approvak  layaway,  or  credit  policv 

G.  ''Will  you  cut  the  price?" -Explain  that  you  want  to  be  fair  to  all  customers 
and  it  would  seem  unfair  to  other  customers  to  cut  prices  for  a  few  favored 
individuals 

H.  "l  can't  afford  it." 

1.  Many  products  will  save  the  customer  money  in  the  long  riin 

2.  Customer  cannot  afford  to  be  without  the  product 

3.  Payment  terms  and  trade-ins  should  be  mentioned 

I.  "t  fiave  always  bought  brand  "X," 

1.  Agree  that  it  is  a  good  brand 

2.  Point  out  similar  features  of  that  brand  and  your  brand 

3.  Point  out  the  benefits  of  your  brand 
IV.    When  to  close  the  sale 

A.     When  all  basic  questions  have  been  answered  to  the  customer's  satisfaction 

Examples:        Do  I  need  it? 

Should  I  buy  it  here? 

Will  it  satisfy  my  needs  better  than  something  else? 
Am  I  wiiiing  to  pay  the  priced 
Should  I  buy  it  now^ 
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INFORMATiON  SHEET 


At  uny  point  cliirincj  the  sale  wtiorfi  tf^e  customer  gives  sicjnals  that  ho/she 
IS  nmcly  to  buy 

(NOTE:  Some  salesporsons  are  determined  to  compiete  their  whole 
presentation  even  though  the  customer  is  ready  to  buy  much  earlier,  Others 
are  afraid  to  ask  the  customer  to  buy  even  though  the  customer  expects 

!t.) 

1.  Verbal  buying  signals 

a.  "Cun  I  charge  thisP" 

b.  "Do  you  install  theae?" 

c.  "Wfidt  kind  of  guarafitee  does  this  liave?" 

d.  "Do  you  think  these  go  together?" 

e.  "Do  you  charge  for  alterations?" 

2.  Action  t)Ljyiny  signals 

a.  Setting  one  item  aside 

b.  Reexamining  an  item 

c.  Demonstrating  the  product  by  himself /herself 
cb     Nodding  head  in  approval 
e/  Silence 

vlethods  of  closing  f Assignment  Sheet  —2) 

^,     Ask  for  the  sale--Ask  a  question  which  calls  for  the  customer  to  make  a 
decision 


Example;  Salesperson; 

CifStonior: 
Salesperson  = 


"Are  there  any  other  questions  i  could 
answer  for  you 7" 

;;no." 

"Tf'ien  shall  I  charge  this  to  your 
account?  Would  you  like  us  to  deliver 


Review  tfv?  selling  points  -Summari/e  ihv  benefits  important  to  the  customer 
and  ask  if  you  may  wrap  it  up,  put  it  on  layaway,  or  charge  it 

Last  chance  Use  a  siaterneni  tfiat  IhIIs  the  customer  he/s\w  sfiould  purchase 
the  fKoduct  while  it  is  still  available 

Examples;        "  Ffus  is  une  of  our  most  fjopuiar  styles.  There  are  not  many 
left 

■' At tffri [ion  sho(if3ers.  For  the  next  15  minutes  only,  we  are 
of  fenny  our  lamps  at  a  25%  discount." 
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f).     P(\'i])\>im  oflor  Mention  spucitil  feaUirt^s  hulcJ  iwdn  for  closinfj 

Ex.inipiEjs:        "Buy  toclny  mvi  roceivo  100  tradincj  stcimps." 

"We  nre  offering  those  cfujrcocjl  tirdwinrjs  with  a  iiiinifiium 
deposit  of  ten  cJollars  in  your  Havinc|s  accnui"it." 

h Closing  on  tho  objoctiun  Anawor  iho  Qbjriction  md  closo  at  thn  Siinie  lifiie 
when  thfi  salesperson  h  certain  that  one  objection  raisefl  is  the  Ofily  rf^dson 
for  not  buying 


E  X  a  m  pie:         C us  ton  w r : 

Salesperson: 

Custotner\ 
Salesperson: 


"I  love  that  cfiest,  but  I  [uefer 
the  knob  type  drciwer  pulls." 
"If  we  GOukJ  change  the  drawer 
pljIIs,  would  you  take  the  chest?" 
||Yes," 

"We'll  let  you  select  the  drawer 
pulls  you  like  t)est." 


F.  Contrasting  advantacjes  ancJ/or  disadvantages  -Weigh  the  advantages  of  having 
the  merchandise  against  the  disadvantages  of  not  having  the  niercliandise 

EKample;  "Let's  figure  together  on  this  sheet  of  paper  exactly  how 
much  it  will  cost  if  you  take  the  refrigerator  with  the 
automatic  ice  maker."  (After  figuring  cost)  "As  you  can  see, 
Ms.  Freeze,  for  only  eight  cents  a  week  you  can  have  this 
added  convenience." 

G.  Trial  close -Help  a  customer  make  decisions  on  minor  points  and  if  favorable 
go  ahead  and  try  to  close  the  sale 

ExamfDles:  Customer  decides  that  he  wants  to  buy  today,  that  he  wants 
a  particular  brand  and  color,  andAjr  that  he  wants  the 
merchandise  delivered 

H.  Assuming  a  close  Begin   to   fill   out  the  order  automatically  after  the 
customer  has  agreed  tu  everytfiing  that  has  t)een  said  previously 

(NOTE:  Be  careful  not  to  appear  pushy  J 

Example;  The  customer  has  agreed  to  several  trial  closes  but  hesitates 
to  inake  a  final  decision.  With  the  sales  ticket  in  fiand,  ask 
the  customer  where  ho  would  like  the  merchandise  delivered, 

h      Standing  room  only  Tell  the  customer  if  other  fjeople  are  interested  in 
purchasing  a  limiterl  item 

(NOTE:  People  have  a  tendency  to  want  what  others  wantT 

Examples:  "Saveral  peaple  ure  intorosted  in  that  grecfi  sedan  we  got 
in  last  week." 


do  0 
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m)[i\(\  Hko  to  sffu  yoii  bo  i\w  first  to  handle  this  line 

of  coionfU?,  Mr,  PrLifH-^  if  you  cm'i  see  your  way  clear  to 

Mkiiui  ii  nuw,  I'fi!  rifrdid  I'M  have  to  offer  it  to  Fcinny's 
r jrii:v  Di/pcirtnieni  Stc^re." 

Ask  J  (.\ii^i'\[\u\\  (;)r  nKike  d  yttUement  referrincj  to  the  services 
lilt}  y)'n.}[  luct 

"Wij  iuu'  hdvi?  yfjuf  (lisiuvtisfiwi"  ifisiaMeci  on  Fricljy.  Is  Friday 
tiiritjfil  witfi  you^" 

^lr\  Jofv'^,  w^^  cun  have  these  pants  altered  for  you  by 
h ii 'u)rri)vv  nfierfHK)fi,  or  do  you  need  therTi  sooner?" 

"Wc/  Ctifi  Ht'[i\/er  this  rnntje  at  three  o'clock  ih\$  nfternoon, 
incl  ,i.u:  can  he  enjuyiny  tfie  i)enefits  of  tfio  self-cleaniny 
ijvt'f!  ihiS  vveektMirL 

OflfM  J  ijhoioM  iMarfow  lUv  selectiUM  (o  a  few  itenis  and  ask  the  customer 
to  decide  bervveen  tfie  ntMnt^ 

■NOTF;  If  is  t^asier  to  i^iake  a  dei:ision  between  two  items  than  between 
:;uniHthinc|  i\\)t\  jujtfiifU|j 

F<dnH)ie:         "Which  do  yuu  prefer,  Mrs.  Rich,  the  gold  or  silver?" 

Thai*-;  a!!  tiien^  is  Senpiy  state  that  all  your  merchandise  has  been  shown 

Example  "Thai's  all  the  siyleb  we  fiave  at  this  time." 

Sumr nari/ifif]  objections  Suf^imanze  the  customers  objections,  asking  if 
he  she  reudy  to  ljuy  d  all  obiections  are  met;  then  show  the  merchandise 
that  wili  answer  the  ot)jections  and  close  the  sale  at  the  sanle  time 

r>:aiiMj!e^         "tut  'mq  see  if  I  Linderstand  you  correctly,  Mr,  Snodgrass. 

If  we  have  a  lawn  mower  with  an  electric  starter  and  a  grass 
Ccitcfier  tfiat  .ittacheB  on  the  side  of  the  mower,  it  would 
solve  your  ,  jbkvn  Riqiu?  Well,  Mr,  Snodgrass,  we  have  a 
fnower  ruifU       "  lif^e  whicl^  niay  just  be  the  answer." 

Thriiii-^    the  cieUurner 

^^%ij\f  .   i  nib  i->  .1  at  hjO  (iM.f  r:  I  sutj^f^sr  [fiat  tfie  customer'  look  at  special 


"'ef"\  in*'  nn  )Sf ' 


f  j  i'j  ,Mf '  ^i-r  'Miv  hriV''  Mn;l  vvarif^fj  ideas  or  (ri  f  f  )r  ffiat  iOH  which 


DE  II  =  77'D 


INFORMATION  SHEET 


VIL     Benefits  of  sui](\(ist\on  sellinf) 

A,  Allows  customer  to  have  all  the  items  to  meet  his/her  needs 
Example:         BattEjiies  for  toys  ciiici  f lashlicjfits 

B.  Is  preferred  by  the  mfijority  of  customers 

(NOTE:  This  statemont  is  based  upon  a  survey  of  2,000  customers.): 
C>  Reminds  customers  of  things  they  need/wont  taut  may  have  forgotten 
D.     hicreases  profit  and  sales 


Examples:        1  pair  of  socks  at  SI. 50  SI. 50 

Cost  (60%  of  selling  price)   jO 

Store's  gross  profit  S  .60 

0|)eratincj  nxpenses  _  ,52 

Net  fDrofit  S  .08 

2  pairs  of  socks  at  SI, 50  S3, 00 

Cost  (60%  of  sellincj  price)   1 .80 

Store's  gross  profit  SI, 20 

Operating  expenses  .56 

Net  profit  S  ,64 


(NOTE:  In  the  above  example  there  is  eight  times  more  profit  from  selling 
tivice  as  much  merchandisej 

V  I  iL    Types  of  items  to  suggest 

(NOTE:  You  fiaven't  offered  full  service  until  you  have  suggested  merchandise 
ihy^r  may  please  your  customers.) 

A.     Related  items 

Examples:  "Would  you  like  to  take  three  pairs  of  these  nylons?  You 
can  buy  the  same  shade  in  all  three  pairs  and  stretch  the 
life  of  your  stockings  by  matching  up  single  stockings  wfien 
one  pair  gets  a  run," 

"Do  you  need  tennis  balls  to  go  with  your  racket?" 

"We  have  chocolate  and  cherry  pie.  The  cherry  is  very  good 
with  ice  cream," 

"This  cleaning  fluid  is  recommended  by  the  manufacturer 
for  cleaning  the  kind  of  type  face  on  the  typev^riter  you 
have  just  purchased/' 
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"Shall  I  check  your  oil?" 

"It  looks  like  you'll  soon  be  needing  a  new  fan  belt/' 

"This  is  the  matching  nail  polish  for  your  lipstick." 

"Do  you  like  to  take  pictures  indoors?  If  so,  you'll  need 
some  of  these  flashcubes." 

B.  Larger  quantities 

Example:         "These  scarves  are  SI. 00  each  or  3  for  S2.50,  a  saving  of 
50  cents/' 

C.  New  merchandise 

Example:         "We  have  an  interesting  new  item  in  these  attractive  place 
mats,  a  real  labor  saver," 

D.  Special  bargains 

Example:         "Here  is  a  comfortable  house  shoe  that  has  just  been 
reduced." 

E.  Advertised  products 

Example:         "This  is  the  blouse  advertised  today,  a  dacron  blouse  on 
special  for  S5.00," 

F.  Items  appropriate  for  the  weather 
Examples:       Galoshes,  umbrellas,  sunglasses 

G.  Additional  features  and  new  uses  for  products  (Transparencies  2  and  3) 

Example:         "Mrs.    Featherbean   told   me   that   she   uses  the  smaller 
wastebaskets  for  planters." 

Items  for  special  Qccasions  and  seasons 

Example:         "Mrs.  Bunny,  with  a  handbag  and  matching  shoes  you'd  have 
a  stunning  Easter  outfit." 

I.      Low  priced,  necessity,  and  impulse  items 

J.      High  pncfKl  items  with  strong  emotional  appeal 
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IX.  Rulus  N,:  sij  jMnsticifi  vfUsnfi  (As^ignmRnt  Shntn  ^3) 

A.  Seiiisfy  !"hM  custoritir's  oricjiiuil  recjuesr  before  fnakincj  suggostions  md  buforfi 
thf*  nn-infil  f)ack^icjf)  is  wmpped  or  paid  for 

(NOTE:  If  the  customer  (lnt:5  not  havo  a  reqiiost,  suggestion  selling  may 
occur  Odrlior  in  thu  ^ullini]  f3rDcussJ 

B.  ConsKli^r  the  customer's  Wtnits  and  newds 

C.  6k!  specific 

Exafn[3l^f:         Do  not  say,  "WoljIcI  you  be  interested  in  any  tiss?"  Instead 
say,  "Tliis  bluu  tie  would  go  well  with  your  new  shirt." 

D.  Rfimciin  positive 

Exaniple:         Do  not  say,  "Is  there  anything  else?"  but  "We  have  some 
drapBs  that  match  the  bedsf}read  you  just  purchased," 

E.  Exfilain  the  reason  for  the  suggestion 

Example;         "Do  you  know  how  to  protect  that  shine?  This  leather 
cleaner  will  holp  keep  your  shoes  looking  new  longer," 

F.  Show  and  d;^monstrate  the  prodiict  while  rnaking  the  suggestian 

G.  Avoid  "throwing"  too  many  different  items  at  the  customer 

(NOTE:    rie/she  will  gel  tired  and  irritated  at  having  to  say  "no.") 

X.  Trading  up 

fNOTE:  Trading  up  is  suygesting  higher  quality  merchandise.  Trade  up  only  if 
the  additional  quality  may  benefit  the  customer.  Do  not  trade  up  merely  to 
increase  the  amount' of  the  sale.  Trading  up  is  not  the  same  as  unethical  bait 
&nd  switch  practices  where  a  store  rTiay  advertise  inexpensive  merchandise,  tell 
the  customer  it  is  ail  gone,  and  try  to  sell  more  expensive  merchandise.) 

A.     Place  two  items  side  by  side 

Point  out  the  additional  benefits  and  features  of  the  better  product  without 
belittling  the  lowcr-pricud  merchandise 

Kl.     Sf^?ps  in  substitute  seliing 

(NOTE:  This  is  used  when  the  item  asked  for  is  not  available.) 

A.    Show  substitute  item  quickly 

(NOTE:  Do  not  use  the  word  "substitute." ) 
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Posnf  oui  tfw  siriiilaf iiitjs  of  Uu^  iuirn  L}sk(?cl  for  and  those  of  the  substitute 
prutluci 

C.     Poifu  uiit  ;inv  dtMiiional  htMiofits  uf  Um-}  product  substituted 

(NOTE:  Do  not  (iruss  d  fiecisioii  if  the  cusiomer  is  not  interested  in  yny 

F={f^as(.)nj;  far  of  furl  nc)  roj^^nurdncc  nftiM  the  sa!u  has  been  closed 

(NOTE  ^  f  ^ii'i  IS  ufrt?n  lione  whiU-^  frierchandise  is  beifig  wrapped  or  as  the  customer 

A.  Buiids  guodvvili  for  Uiu  store 

B.  Helps  cLJstom^r  feel  confident  thcit  ihe  solection  was  a  good  one 

(NOTE^  Cu^ucMiierB  often  wonder  if  they  did  the  right  tiling  after  making 
an  expensive  purchase.) 

ExLimpie:  "Thank  you,  Mrs,  LerTion.  I  know  your  husband  will  be 
happy  with  those  ciloves.  We'll  be  happy  to  refund  your 
mofwy  or  exchange  thum  if  he  doesn't  like  them  for  some 
rt'^ison.  Come  see  us  again," 

Snov'.s  that  the  sak^sperson  is  sincerely  interested  in  helping  the  customer 

(NOTE;  To  not  say  cirv/thing  after  the  customer  has  agreed  to  buy  may 
nuiku  the?  salesperson  arjpear  rude  or  abrupt  to  the  customer^ 

Comn-\nn  citi-'es  of  d  Salesperson  other  than  direct  seHirig 

B.  Keeping  stock  rnjfjy  to  srH! 

E  < jfTif^h-];  Priced,  clispkiy^d,  coordinated  witfi  adverttsemonts  and 
fHonintions 

C.  :  w  n isekeep' " ■ !  dutiL's 

1.)  .        r  I     l!  i;  I?  n|    fr'turM:)     ,  rofliflds 

[" .      W'  j;  auN-;  n  u;K;hdndiSe 
'  !  -  =  ■  d  1  n/j  str.if  r?  f ru;'.; hf  Ujs 
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OVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING.  AND  REASSURANCE 
UNIT  41 1 

ASSIGNMENT  SHEET  #1 -OVE ROOM ING  OBJECTIONS 

1.        Below  is  a  list  of  objections.  Tell  how  you  would  answer  each  of  the  objections. 
The  price  is  too  high. 

b.  I  must  consult  my  husband  first. 

c.  I'm  in  a  hurry  now,  but  i  will  be  back  later, 

d.  I  want  to  shop  around  a  little. 

e.  I  think  I  can  do  better  somewhere  else, 

f.  I  left  my  pocketbook  at  home, 

cj.      If  I  bought  til  is,  I  could  never  balance  my  budget. 

h,  I'm  too  tired  to  know  what  I  want. 

i.  I  am  afraid  this  hunting  coat  will  not  resist  water, 

j.  This  coat  is  too  lightwoight  to  be  of  any  value  on  a  cold  day, 

k.  Til  is  bicycle  doesn't  seem  to  have  good  coaster  brakes. 

I,  This  wagun  is  not  liuilt  strong  enough  for  my  rugged  boys. 

m.  Everybody  in  town  will  have  a  dress  just  like  it. 

n.  I  can  [jijy  the  same  article  chuapor  across  the  street. 
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o.     Will  you  cut  the  price? 


p.     I  won't  have  anything  to  do  with  your  company;  they  gave  me  a  bad  deal 
last  year. 


That  calculator  is  expensive! 
r,      I'm  afraid  these  colors  will  run  and  fade, 
s.      Color  televisions  give  off  harmful  radiation. 

t.      I  don't  see  how  these  blankets  could  be  very  warm.  They're  not  very  heavy, 

2.        List  at  least  five  objections  to  products  you  sell  and  give  an  answer  for  each 
objection. 


c. 
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SELLING,  AND  REASSURANCE 
UNIT  III 

ASSIGNMENT  SHEET  #2-CL0SING  THE  SALE 


1,        Write  closing  statements  using  the  methods  listed  for  each  product. 


a.  Product:  Stainless  steel  flatware 
Method;  Ask  for  the  sale 

b.  Product:  Gas  range 
Method:  Last  chance 

c.  Service:  Dry  cleaning 
Method:  Premium  offer 

d.  Product:  Electric  hand  mixer 
Method:  Closing  on  the  objection 

e.  Product;  Car 

Method:  Contrasting  advantages  and/or  disadvantages 


f.      Product:  Dining  room  furniture 

Method:  Assuming  a  close 

q,      Product:  Garden  tractor  with  snow  plow  attachment 

M  u  t  li  Q  r J ;  S  t  a  n  d  i  n  g  ro  o  m  only 

fi.     Prafluct:  Custom  drafDCirios 

Mf?thocl:  Action  clost} 
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i.      Product;  Piano 

Method:  Trial  closes 

j.      Product:  Art  supplies 

Method:  Offer  a  "choice 

k.     Product:  Styles  of  calling  cards  that  may  be  printed 

Method:  That's  all  there  is 


Product:  Eye  glasses  cleaner 

Method:     »     Review  the  selling  points 


m,  Product: 
Method: 


Man's  suit 

Summarizing  objections 


2.        Select  at  least  five  products  or  services  you  sell  on  would  like  to  sell  and  write 
closina  statements  for  each  of  them. 
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h.  Spring  promotion  for  Easter,  Mother's  Day,  and  graduation  presents 

i.  Valentine's  Day  approaching 

j.      Picnic  and  B^B-Q  supplies  on  display 
k.     Film  displayed  near  cash  register 
L      Milk  on  sale 

3.       Select  at  least  five  products  or  services  which  you  sell  or  would  like  to  sell 
and  write  suggestion  selling  statements  for  each  of  them. 

a, 
b. 

c. 


4 


DE  li 


91-D 


OVERCOMIMG  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING,  AND  REASSURANCE 
UNIT  III 

ASSIGNMENT  SHEET  =3-SUGGESTI0N  SELLING 


1.        List  related  items  for  each  of  the  following  products. 


a, 

Lipstick 

b. 

Gcir cjen  seed 

c. 

Sfioes 

ci. 

Camera 

e. 

Hamburger 

f. 

Gasoline 

0' 

Piece  goods 

h. 

House  paint 

j , 

Suit 

i- 

Suede  coat 

2.       Write  sucigestion  selling  statements  for  the  following  situations, 
a.      Detergent  tliat  is  less  expensive  iri  the  giant  size  box 

ta.     Socks  vviiich  are  less  expensive  if  bought  two  pair  at  a  time 

c.  Swimming  suits  advertised  in  the  newspaper  and  displayed  for  the  summer 
sale 

d.  CafTdles  which  just  arrived 

e.  Ciiildrun's  yames  wfiich  are  reduced  25% 

f.  Fad  In  make  candy  dishes  from  colorful  ashtrays 
y.      Cifri^tfnas  decorations  on  display 
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SELLIIV^,  AND  REASSURANCE 
UNIT  III 


ASSIGNMENT  SHEET  .-4-^ANALVZlNG  A  SALES  DEMONSTRATION 

Read  the  following  sales  demonstration  and  answer  the  questions  after  the  dialogue, 

A  woman  enters  the  shoe  department  of  a  retail  store  and  looks  at  a  display  of 
shoes.  The  salesperson  walks  toward  her. 


Salesperson;  May  I  help  you? 

Customer:  Well,  maybe.  Tm  looking  for  shoes  that  I  can  wear  with 

pants 

Salesperson:  All  the  shoes  to  go  with  pants  are  on  that  table  (points  to 

table). 

CustOfiwn  Are  those  all  the  colors  you  have? 

Salesperson:  Yes.  , 

Customer'.  Oh,  here  are  some  shoes  In  off-white.  Do  you  have  these 

shoes  in  my  size? 
Salesperson:  What  size  do  you  wear? 

Customer'.  I  don't  know.  It  might  be  a  6i4B  or  7B,  I'm  not  sure. 

Salesperson:  OK.  Let's  try  6^B,_ 

(The  salesperson  goes  to  the  stockroom  and  comes  back  with 

a  box.  He  opens  the  box  and  places  it  on  the  customer's 

lapj        ^  '  ^ 

Salesperson:  Why  don't  you  try  these  on?  I'll  be  right  back, 

CustO!7wr\  Thank  you, 

(After  a  while,  the  salesperson  returns.) 
Salesperson:  Are  they  all  right? 

Customer:  I  think  so,  but  they  feel  a  little  bit  tight, 

Salesperson:  I'll  stretch  them  for  you. 

Customer:  That  might  help.  ■ 

Salesperson:  Will  that  be  cash  or  charge? 

Customer:  No,  I'm  still  not  sure.  I  do  like  the  shoes,  but  I  think  I'll 

look  around. 
Salesperson:  OK, 


1.  What  particular  things  were  wrong  with  this  sales  demonstration? 

2.  What  could  the  salespersan  have  said  and  done  to  make  his  sales 
demonstrcUion  more  effective? 

3.  Rewrite  the  prfj^entation  and  dialogue  as  you  would  go  through  the 
sales  procnss.  You  niriy  use  the  back  of  this  assignment  sheet. 
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OVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING,  AND  REASSURANCE 
UNIT  III 

ASSIGNMENT  SHEET  #5-C0NDUCTING  A  SALES  DEMONSTRATION 

1,        Answer  the  following  questions: 

a.      How  can  a  knowledge  of  the  sales  process  help  a  person  interviewing  for 
a  jab? 


b.  How  can  a  knowledge  of  the  sales  [Drocess  be  helpful  to  people  in  jobs 
other  than  those  found  in  distribution,  such  as  1)  auto  mecfianics,  2) 
hosfjital  administration,  3)  architecture,  4)  politics,  5)  law,  6)  theology, 
7)  engineering,  and  8)  education? 

1)    Auto  mechanics 


2)    Hospital  administration 


3)  Architecture 


4)  Politics 


5)  Law 


6)  Theology 


7)  Enqinoc^ring 


8j  Education 
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c.     How  does  the  study  of  human  relations,  communications,  body  language, 
and  making  introductions  hilp  a  person  be  a  better  salesperson? 


Perform  a  sales  demonstration  using  descriptive  words  and  adequate  product 
knowledge.  Have  your  classmates  rate  your  sales  demonstration  using  the  rating 
sheet  for  the  DECA  sales  demonstration  competitive  activity  on  the  following 
page. 

(NOTE:  Excellent  examples  of  product  descriptions  may  be  found  in  catalogs,) 
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ASSIGNMENT  SHEET  ^5 

SALES  DEMONSTRATION 
Baling  Sheet' 


;hiirul isii  Sold 


APPROACH:  (Pr 


Itj  Points- 
Altiftfiijss  (2  pts.) 
Sincerity  42  pts  J 
Approtinhgd  the  customei 
corroctly  for  the  selling 
situdtion  (2  ptsJ 
Ubtiij  cin  dppiopiiate 
t|r^etini|  (2  pt^J 
b.        AppHdrarice  (2  pts  J 

PRESENTATION:  (Possitjie  Points-25) 


1. 


4 


4. 


2. 


VOICE 

1 . 


Was  presi}ntation  clear P  (5  pts.) 
VVort)  Ijenefits  shown?  (5  pts.) 
WjH  customer  given  an 
opportunity  to  talk  and  ask 
qut^sttons^  (5  ptsj 
VViUi  suffit..;u:MU  finjrchandisu 
irifcji  nuitinn  cjivt>np  (5  pts.) 
Was  prestHitation  too  rapid  or 
[oo  slou'^  (5  pts.) 

HANDLING  OBJECTIONS: 
(Ppssihlf?  pQints=  lb) 
1.        Was  each  obit}cfiOfi  answered? 
(B  pts.) 

Was  taut  used  in  hafidlinc] 
otijtict ions^  {5  pts.) 
VVas  customer  tjiven  an 
upportunity  to  voice 
utjjtjctions :"  (5  pts  J 

iPossihIe  Puifits=  15) 
VVas  voluniu  too  IolhJ  or  too 
soft-'  (5  ptsj 
7.        WifS  voice  uleai  ^  (5  pU\.) 
3         Was  lone  varied  or  monotonous? 
\b  pts.) 

CLOSE:  {PusSibU^  Points  -20) 

1,  VV-fS  close  siTUjotlT  and  iiaturalf^ 
(10  pts.) 

2.  Did  contestafU  take  advantaqe 
of  oppof  tunities  to  close? 
(10  ptf^j 

SUGGERFION  SELLING: 
(Po'.sihle  Poififs  lb) 
1  :        Wvis  thm  a  snujoth  iind  natural 

ikrrf  -if  ilia  sale"  (b  ptsJ 
'?.         Did  ^rofuesriifU  suiect  a  propeily 
teiahMl  iU:m   to  sutjtjtmt (b  ptsJ 
:j  W.js  the  timiju}  proper   for  the 

unpp^'U ii ?ns  of  a  liHated  item? 
(b  pts.) 

lOrAL  P05SIRL  E  POINTS  100 


RATING  SCALE 
Superior  80^100 
Excellent  60^79 
Good  40-69 


Poor 


Fair 


Good 
6^7  8 


Excellent 
9-10 


Judgud 
Points 


0  7 


8  14 


IB  22 


23^25 


2  34 


6  7^8  10^1  M2  13-14-15 


2  3  4 


67  8  10  1M2  13.14  15 


r3b   6-8-10    11  13  =  15  16=18=20 


2^3  4        6  7-8  10-1 M2         13  14  15 


TOTAL  JUDGED  POINTS 


JiH Name 


Busuj/^ss  Aikliess 
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OVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
oELLING,  AND  REASSURANCE 
UNIT  lil 


TEST 

Select  from  the  following  list  true  statements  about  handling  customer's 
objections.  Place  an  "X"  in  the  correct  blanks. 

a.  Anticipate  objections  and  try  to  answer  them  with  adequate  product 
information  beforehand 

b.  Objections  mean  the  customer  is  not  interested  in  buying 


c,  Welcome   objections  as  a  signal   that   the   customer  needs  more 
*  information 

d.  Use  objections  as  clues  on  how  to  improve  service 


e,  Realize  that  the  customer  may  be  convinced  but  needs  assurance  so 
that  the  purchase  can  be  defended  later  at  home  or  to  friends 

f.  Avoid  any  delay  in  answering  objections 

Match  the  methods  of  handling  objections  about  merchandise  on  the  right  to 
descriptive  statements  on  the  left.  Place  the  numbers  in  the  correct  blanks. 

  a.  Agreeing  with  the  customer's  reasoning 

before  answering  the  objection 

b.  Objection  is  handled  through  a 
demonstration  and  a  brief  comment 

 c.  When  the  objection  is  in  the  form  of  a 

question  or  concerning  store  policy 

 ^d.  Used   when  the  salesperson  feels  the 

objection  is  based  upon  a  mistaken 
belief;  salesperson  should  ask  the 
customer  to  explain  the  objection 

 e.  Turn  the  objection  into  a  selling  point 

f.  Agreeing  that  the  objection  is  true  and 
then  offering  a  selling  point  to  offset  the 
objection 
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1.  ''Yes  .  .  .  but" 
or  '^Yes  .  .  . 
and"  method 

2.  Superior  point 
method 

3.  Boomerang  method 

4.  Explanation  method 

5.  Direct  denial 
method 

6.  Demonstration 
method 


Match  common-objections  related  to  time  of  purchcise  eind  price  on  the  right 
to  metliods  of  handling  those  objections  on  the  left.  Place  the  correct  numbers 
in  the  blanks.  A  blank  may  ^have  more  than  one  answer, 

___          Discover  the  price  ranp  desired  by  K        "That's  more  than 

the  customer;  justify  the  price  in  i  want  to  pay," 
terms  of  value 

2.        "I  can  buy  the  same 

 b.  Agree  that  it  is^a  yood  brand,  point  ^^^^^9  somewhere  else 

out  similar  features  of  thar  i)rand 

and  your  brand,  and  then  point  out  ^        ti.in      ■        .,  .  i 

,u    i      r  ,     tit  '  I'  vvait  until  it  s 

the  benefits  of  your  brand  \    i    i        -i  " 

■  marked  down/ 

__c.   Explain      the     convenience     of        4.        "  I  want  to  look  around 
approval,  layaway,  or  credit  policy  first." 

d.  Point  out  the  advantages  of  buying        5.  "I  want  my  husband 

in  your  store;  products  which  look  (wife,  parents) 
alike   may   not   be  of  the  same  see  it  first," 

ciuality 

6.  "I  don't  have  enough 

^^J'  Point  out  that  tht  inerchandise  may  ^^''^^  ^^^^ 

soon  \m  gone  _  ... 

7.  "Will  you  cut  the 

priced" 

 f^   Many    products    will    s,jve  the 

customer  money  in  the  long  run;       ^  "I  can't  afford  it/' 

customer    cannot    afford    to  bo 

without    the    product;    f)ayment        9.        "I  have  always  bought 
terms    ancJ    t r^de  ins    shoulcJ    be  br^md  "X." 

mentioned 

g.   Rofieat      and      emfihasi^o      the  .. 
im[)ortant  features  and  benefits  to 
ifie  custOfTier 

.   h.  Explain  that  you  want  to  be  fair 

to  all  customers  and  It  would  seem 
unfair  to  other  customers  to  cut 
f)rices  for  a  few  favoreci  individuals 

Seiect  from  the  following  list  true  Riatcuiinnis  nbout  when  to  close  a  sale.  Place 
an  ''X"  ifi  tfie  correct  Ijlanks.  , 

Close  wfion  all  basic  cjueHtions  nave  been  answered  to  tlie  customer's 
satisfactior^ 

__^_b.  Clt)5e  at  ariy  [joifit  during  the  snle  where  the  customer  gives  signals 
Wm  he/she  is  ready  to  Iniy 

BuvKig  signals  may  be  veri)<il  but  not  shown  througf)  actions 
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Mcinch  methods  of  closinc}  on  the  ricjht  to  explanations  of  each  on  the  left  by 
[)lacint]  ifu}  niimbfirs  in  the  correct  blanks. 


ci,  Summurize  ilie  benefits  imnortant  to 
tfie  customor  and  ask  if  you  may  wrap 
it  Uf),  put  it  on  layaway,  nr  charge  it 

J}.  Ank  a  fjuestion  which  calls  for  the 
customer  to  make  a  decision 

_c.  Weifjli  the  advantacjes  of  having  the 
merchanclise  against  the  disadvantafH's 
of  not  having  the  rnorcfiandise 

cL  Mention  special  features  held  aside  for 
closing 

Answer  the  objection  and  close  at  the 
same  time  when  the  salesperson  is 
certain  that  one  objection  raised  is  the 
only  reason  for  not  buying 

_f.  Use  a  statement  that  tells  the 
customer  he/she  should  purchase  the 
product  while  it  is  still  available 

J].  Simply  state  that  all  your  merchandise 
has  been  shown 

b.  Narrow  the  selection  to  a  few  items 
and  ask  the  customer  to  decide 
ijetween  the  items 


2, 
5, 


7. 
8. 
9. 

11. 
12. 

13. 


Ank  for 


sale 


Review  tlie  ^f^'i^ig 
|3{»ints 

Last  cfiance 

Premium  offer 

Closing  on  the 
objection 


Contrasting  advantan- 
and/or  disadvantages 

Trial  close 

Assuming  a  close 

Standing  room  only 

Service  close 

Offer  a  choice 

That's  all  there  is 

Summarizing 
tions 


^i,  Tel!  the  customer  if  other  people  are 
interested  in  purchasing  a  limited  item 

J.  Ask  a  question  or  make  a  statement 
referring  to  the  services  offered  with 
the  produci 

k.  Begin  to  fill  out  the  order 
automatically  after  the  customer  has 
agreed  to  everything  that  has  been 
said  previously 

L  Help  a  customer  make  decisions  on 
minor  points  and  if  favorable  go  ahead 
and  try  to  close  the  sale 

^m.  Summarize  the  customer's  objections, 
asking  if  he/she  is  ready  to  buy  if  all 
objections  are  met;  then  show  the 
merchandise  that  will  answer  the 
objections  and  close  the  sale  at  the 
same  time 
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Select  from  the  following  list  true  statements  about  what  to  do  when  a  sale 
is  not  closed.  Place  an  "X"  in  the  correct  blanks. 

 ^a.  Do  not  do  anything 

 b.  There  Is  nothing  to  say  "thank  you"  about 

 Invite  him/her  to  look  around 

 d.  Invite  the  customer  to  return  again 

 _e.   Realize  that  the  customer  may  have  just  wanted  ideas  or  information 

which  will  result  in  sales  at  a  future  date 

Select  from  the  following  list  benefits  of  suggestion  selling.  Place  an  "X"  in 
the  correct  blanks, 

 a.  Most  customers  don't  like  suggestion  selling  but  it's  a  way  to  increase 

your  sales 

 ^b.  Customer  buys  a  lot  of  things  which  he/she  doesn't  need  or  want  and, 

thus,  increases  sales 

 c.   Reminds  customers  of  things  they  need/want  but  may  have  forgotten 


d.  Increases  profit  and  sales 


Select  from  the  following  list  types  of  items  to  suggest  by  placing  an  "X"  in 
the  correct  blanks. 

a.   Related  items 


b.  Larger  quantities 

c.  New  merchandise 

d.  Special  bargains 

e.  Advertised  products 

f.  Items  appropriate  for  the  weather 

g.  Additional  features  and  new  uses  for  products 

h.  Items  for  special  occasions  and  seasons 
Low  priced,  necessity,  and  impulse  items 

j.  High  priced  items  with  strong  emotional  appeal 
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Select  from  the  following  list  rules  for  suggestion  selling  by  placing  an  ''X" 
in  the  correct  blanks. 

a.  Satisfy  the  customer's  origmal  request  before  making  suggestions  and 
before  the  original  package  is  wrapped  or  paid  for 

b.  Consider  the  customer's  wants  and  needs 

c.  Be  specific 

d.  Remain  positive 

e.  Explain  the  reason  for  the  suggestion 

 f.  Show  and  demonstrate  the  product  while  making  the  suggestion 

g.  Avoid  "throwing"  too  many  different  items  at  the  customer 


10.       Tell  how  to  trade  up. 


11.  Arrange  in  order  the  steps  in  substitute  selling.  Place  a  "1"  in  front  of  the 
first  step,  a  "2"  in  front  of  the  second  step,  and  so  on. 

a.   Point  out  any  additional  benefits  of  the  product  substituted 

_^  ^b.  Point  out  the  similarities  of  the  item  asked  for  and  those  of  the 

substitute  product 

 c.  Show  substitute  item  quickly 

12,  List  two  reasons  for  offering  reassurance  after  the  sale  has  been  closed. 


13.        List  two  common  duties  of  a  salesperson  other  than  direct  selling, 
a. 
b. 
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14.       Analyze  a  sales  demonstration, 

15»       Demonstrate  the  ability  to  complete  the  sales  process  by  conducting  a  sales 
demonstration, 

(NOTE:  If  activities  14  and  15  have  not  been  accomplished  prior  to  the  test, 
ask  your  DE  teacher-coordinator  when  they  should  be  completed,) 
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UVERCOMING  OBJECTIONS,  CLOSE,  SUGGESTION 
SELLING,  AND  REASSURANCE 
UNIT  III 

ANSWERS  TO  TEST 


1. 

3/ 

c,  d,  e,  f 

2. 

a. 

1 

d. 

4 

b. 

6 

e. 

3 

c. 

5 

f. 

2 

3. 

a. 

1 

f. 

8 

b. 

9 

g. 

-  4"T 

c. 

5,  6 

h. 

7 

d. 

2 

e. 

3 

4, 

a, 

ta 

5. 

a. 

2 

h. 

11 

b. 

1 

i. 

9 

c. 

6 

j. 

10 

d. 

4 

k. 

8 

e. 

5 

1. 

7 

f. 

3 

m. 

13 

12 

6. 

d,  e 

7. 

c, 

d 

8. 

a, 

b,  c,  d,  e,  f,  g, 

h,  i,  j 

9.       a,  b,  c,  d,  e,  f,  g 
10,       a.     Place  two  items  side  by  side 

b.-     Point  out  the  additional  benefits  and  features  of  the  better  product  without 
belittling  the  lower-priced  merchandise 
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Any  two  of  the  following: 

a.  Builds  goodwill  for  Iho  store 

b.  Helps  customer  foci  confident  that  the  selection  was  a  good  one 

c.  Shows  that  the  sulespurson  is  sincerely  interested  in  helping  the  customer 
Any  two  of  the  following: 

ti.      Keeping  rucurds 

ti.     Keeping  stock  ready  to  sell 

c.  Doing  housekeeping  duties 

d.  Handling  returns  and  refunds 
Wrapping  merchandise 

f.  Attending  store  meetings 

g.  Learning  about  merchandise 

Evaluated  to  the  satisfaction  of  the  teacher  coordinator 

Performance  skill  evaluated  to  the  satisfaction  of  the  teacher^coordinator 
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[  'SPLAY 
UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  build  a  display.  This  will 
be  accomplished  in  part  by  arranging  in  order  the  steps  in  creating  i  display;  matching 
design  principles  to  descriptions;  and  matching  structural  design  and  time  classifications 
to  descriptions.  The  student  should  also  be  able  to  select  from  lists  the  purposes 
of  displays,  uses  of  color,  lighting  techniques,  ways  to  handle  customer's  requests  for 
displayed  merchandise,  the  placement  of  interior  displays,  and  factors  in  planning  show 
card  layouts.  He/she  should  be  able  to  Identify  basic  display  arrangements,  parts  of  a 
show  card,  and  types  of  displays  made  from  stacking  boxes.  The  student  should 
demonscrate  the  ability  to  dress  a  mannequin  and  make  a  tray-cut  case.  This  knowledge 
will  be  evidenced  through  demonstration  and  by  scoring  eightyTive  percent  on  the  unit 
test. 


SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  display  to  the  correct  definitions. 

2.  Select  from  a  list  the  purposes  of  displays, 

3.  Match  time  and  structural  design  classifications  to  descriptions  of  each. 

4.  Arrange  in  order  the  steps  in  creating  a  display. 

5.  Match  basic  design  principles  to  descriptions  of  each. 

6.  Identify  basic  display  arrangements, 

7.  Describe  the  impression  given  by  the  number  of  items  in  a  display, 

8.  Select  from  a  list  true  statements  about  the  uses  of  color  in  displays, 

9.  Select  from  a  list  true  statements  about  lighting  techniques, 

10.  Select  from  a  list  true  statements  about  handling  customer's  request  for 
merchandise  on  display, 

1 1.  Select  from  a  list  true  statements  about  the  placement  of  interior  displays: 

12.  Identify  the  types  of  displays  made  from  stacking  boxes. 
.13.  Identify  the  parts  of  a  show  card, 

14  List  purposes  of  signs  or  show  cards. 
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15.  Select  from  a  list  factors  to  be  considered  in  planning  show  card  layouts, 

16,  Demonstrate  the  ability  to: 

a.  Dress  a  mannequin, 

b.  Make  a  tray-cut  case. 
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DISPLAY 
UNIT  I 

SUGGESTED  ACTIVITIES 

Teacher-Coordinator: 

A.  Give  pretest  using  objective  sheet. 

B.  IVIal<e  transparencies, 

C.  Provide  student  with  objective  sheet. 

D.  Provide  student  with  information  and  assignment  sheets, 

E.  Obtain  mannequin  and  clothes  for  use  with  Job  Sheet  #T 

F.  Obtain  a  color  wheel  for  the  class. 

G.  Provide  magazines  for  students  to  find  examples  of  the  various 
classifications,  arrangements,  and  design  principles  discussed  in  this  unit, 

H.  Provide  catalogs  for  students  to  cut  out  pictures  and  to  place  the  pictures 
in  the  variouL  arrangements  discussed  in  this  unit. 

I.  Provide  catalogs  from  display  fixture  companies  to  illustrate  the  cost  of 
display  props. 

J.  Assign  students  the  task  of  making  props,  such  as  wrapping  boxes,  drawing 
backgrounds,  building  shadow  boxes,  building  trellises,  and  cutting 
window-cut  cases  or  tray-cut  cases. 

K.  Have  students  build  at  least  one  display  by  providing  them  with  a  theme, 
props,  and  ideas  or  by  leaving  the  total  planning  of  the  display  to  the 
students.  Make  arrangements  to  account  for  displayed  merchandise,  props, 
and  dealers'  helps. 

(NOTE:  Displays  built  in  local  stores  add  realism  to  this  activity.) 

L.  Provide  students  with  DECA  display  rating  sheets  to  judge  each  other's 
displays  and/or  the  displays  built  by  professional  people  in  local  stores. 

M,    Takd  photographs  of  students'  displays, 

N.    Take  a  field  trip  to  the  display  department  of  a  Jocal  store. 

0.    Invite  guest  speakers  from  local  display  personnel. 
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P,     Ulscuss  unit  and  specific  objectives. 

Q.     Discuss  information  and  assignment  sheets. 

R.     Demonstrate  and  discuss  procedures  outlined  in  the  job  sheets. 

(NOTE:  Have  student  use  job  sheet  most  appropriate  for  his/her  training 
station,) 

S,     Give  test. 

T.     Reteach  if  no  .>ary, 

U.    Test  again  until  minimum  standard  is  reached. 
Student: 

A.  Read  objective  sheet. 

B.  Read  information  sheet,  "* 

C.  Take  notes, 

D.  Complete  assignment  sheets. 

E.  Demonstrate  the  ability  to  accomplish  the  procedures  outlined  in  the  job 
sheets. 

F.  Participate  in  class  activities. 

G.  Take  test(s). 


INSTRUCTIONAL  MATERIALS 


Included  in  this  unit: 


A,     Objective  sheet 


B 


Information  Rheet 


C.     Transparency  masters 


T 


TM  1  "Promotional  Display 


2. 


TM  2'^lnstitutional  Display 


3 


TM  3-Bas!c  Display  Stands  and  Easels 


4 


TM  4^^0pen  Display 


5, 


TM  5"Closed  Display 
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6. 

TM 

6"Point-of-Purchase  Display 

'  7. 

TM 

7--Suspension  Display 

8. 

TM 

8"Color  Wheel 

9. 

TM 

9--Formal  Balance 

2. 

TM 

ID-Informal  Balance 

11. 

TM 

11"Shadow  koK  Display 

12. 

TM 

12"Shadow  Box:  An  Easy  Prop  to  M 

13. 

TM 

13"Ledge  Display 

14. 

TM 

14-Wall  Display 

IS. 

TM 

IB-How  to  Construct  a  Display 

16. 

TM 

16-Workshop  Scene 

17. 

TM 

17-Removing  Old  Display 

18. 

TM 

18--Display  Area 

19. 

TM 

19-Cleaning  tine  Display  Area 

20. 

TM 

20"Collecting  Merchandise  for  Display 

21. 

TM 

21-BackgrQund 

22. 

TM 

22-Props 

23. 

TM 

23"Prop8  (Continued) 

24. 

TM 

24-MBrchandise 

25. 

TM 

25--Piacing  Show  Cards  in  the  Display 

26. 

TM 

26--Evaluation 

27. 

TM 

27-Harrnony 

28. 

TM 

28-Repetition 

29. 

TM 

29-Rhythm 

30. 

TM 

30-Contrast 

31. 

TM 

31  "Gradatiori-lnterference 

32. 

TM 

32"Basic  Letter  Styles 
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Assignment  sheets 


1, 


Assignment  Sheet  #1^Theme  Ideas 


2. 


Assignment  Sheet  #2=-Prop  Survey 


Assignment  Sheet  #3=-*Lettering  Lines 


Assignment  Sheet  #4"LetTering  Alphabet 


5.       Assignment  Sheet  #5^"Thumbnail  Sketch  of  a  Show  Card 
E.     Job  sheets 


F.  Test 

G,  Answers  to  test 
IL  References; 

A.  Richert,  Henry  G.;  Meyer,  Warren  G,;  Haines,  Peter  G.;  and  Harris,  Edward 
G,  RetBtfing  Principles  ^md  Practices.  6th  id,  Dallas:  Gregg  DIvision/McGraw 
Hill  Co.,  1974, 

B.  Samson,  Harland  E,  Advertising  and  Displaying  n^ercfiandise.  Dallas: 
South^Western  Publishing  Co,,  1967, 


1, 


Job  Sheet  #1"Dress  a  Mannequin 


2, 


Job  Sheet  #2-Mal<e  a  Tray^Cut  Case 
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TurniH  tifui  cluf ii ii t lutis 

A.  Vi^iudl  iiifMchjruiiHing  I  nipursDiieil  suili/Uj  thi  ouqii  tlispUiy 

B.  ProfnutiUfUil    cli!i[)ltiy  DiSf)lciy    wliicfi    tittufiipts    nuiinly    la   sell  spucific 
nniYch.inilisa  (Trdnrii)ui  tincy   1 ) 

C.  InbtitLitiDruil  cli^filny  Dis[iUiy  usi'tl  [3rinnifily  tq  build  cuHtomer  yoodwill 
( Tf cif ispjruficy  2) 

Ex.jmf)les:        DispUiys  for  iliu  Rod  Cross,  county  fciir,  or  DECA  wuuk 

Prop  Fixuirt}  dsqcI  to  build  n  dispf^y  (TransfJiiruncy  3) 

INOTE:  Fixtures  nuiy  hold  murchandisi},  Im  usoci  for  clBcorution,  rai^^o 
niorchdnciisu  to  uye  It^vel,  sofnirtito  nierchunclise,  or  conceal  licjhtincjJ 

E.  0()un  diKf)Ujy  D\sp\ii\/  used  to  show  niercliLindiso  so  thcit  the  customer  may 
toucfi  it  (Trrins[iLirt?fu:y  4) 

(NOTE;  This  is  [KirticLilarly  important  for  self^servicu  sroros.) 

Clomd  cjis[)lay  DisfiUiy  wliore  thtv!  mfjrcfidndiHu  is  protcctecl  from  hcinclling, 
diJSi,  clLificjer,  or  tficft  (Trans[K]ri?ncy  5) 

Examf)leH;        Wfiite  itcrns,  luintifig  knives,  nx[nNii;ivfr)  jewelry 

G.  Point  of  [Hirclujsu  ciisf)!ciy  (P  O  P j -Display  usod  to  show  merchandise  near 
roldieci  iterns,  at  Urn  ends  of  aisles,  ancJ  fieai^  the  cfieck  out  counter 
( Transpiirency  6) 

(NOTE:  Tfiose  flispujys  are  sometimes  sufiplied  by  liie  manufacturers  to 
[je  LiSf'd  speciftcally  for  tfu^ir  [jrand  of  mercfiandise.  Soma  sufipliers  will 
even  dSbemhie  iho  fjjSf)lay  for  the  retailer.) 

Free  form  dr  ^lay^  Dis})lay  in  vAuch  color  and  cJesiqn  take  (Hoferonce  over 
r^\"jlism 

Suspension  disfjlay  Display  in  wfnch  fiierchdncjise  is  hunt)  in  [nid  air  by  tliin 
Wire  or  string  {Transf)arency  7) 

Color  vjlwnl  Colors  of  the  Sfiectruni  arranged  in  a  circle  and  used  to  plan 
com[)inat!ons  of  colors  ( TrafiSf)aroncy  8) 


INFORMATION  SHEE  ] 


K      Afiv.intM!!i;  Mjlfirs  ColurB  U'lfit  nuiy  Li[3f}Uiir  If)  CQfTie  forwtird  or  make}  objects 

L.  fifM:fd!n(|  ruiors  Color?;  tfuii  criuiti?  rlio  iliusion  of  Sf)oce  by  makiny  ol^jucts 
iorjf.   SiM,ti'ff   ui    iurthor  liuviy 

bxjfi^fJH-:         [);jik  uaiors  iisiidny  look  HfTifiller 

Focji  ;K)i{ir  Spot  witliin      ructanyk?  wfiere  the  Qyu  ntJiurally  f)auseis 

^■l-     Oi't  Cui  !>/Pt*'r  PoiMt  u  litrk?  dbovfi  the  iicrnal  mCLiSLircjd  cuntnr 

'NOTE;  Thf^  [H;irj!il.  uiid  shcjfHi  of  dispiciy  areas  may  causo  the  0[)ticcii  cootor 
iu  [ju  difivMuru  \ro\i]  tho  tjctmil  centerj 

rorfr.ul  i)ijlj!u:c)  Elements  SfHituK.)  tivcMTjy  on  l^oth  sides  of  a  diHf)ltiy 
=.  Tr  ;io^l  ijf  oncy  9) 

P.  Ififor'nLiI  iiiilnnco-^EIofnun is  of  i\  disokjy  tiot  sfHiced  Uie  Sd/iu?  on  botii  sides 
i)Lit  ^vhicfi  jppf^iir  buhincfKi  hy  vuryiocj  ttio  distance  of  Uirger,  hetivier 
^/iuniefuii,  v^ir^uiib  iiluipnii,  and  colors  (Trafispiirtvicy  10) 

{}.     Darnifidncf'  Enipluisi^  [jivnn  to  no  idea  or  iieni  of  rnorcliandise  to  titiract 

F^.     Sfio\.v  Cfjrds  Sinfis  list'fi  io  dispUiys  to  givn  infornitition  ^iljout  ttie  focitured 

b,      Copy==VVof t Is  .jfui  prifUufi  nidtf}r!Ljl  on  u  show  Ctiird 

T.     L.iyuijf  Afrufuj!?f!>    Is  of  kuters  dnd  nurnljers  on  a  sfiow  card 

'J      [ 'H 1 M iPn      siwMrhMS  HiMuik  i\u\Lk  sketch(?s  tfiut  give  an  idea  of  how  tlie 

■irnslifM.i   diUikiy    rjr    siio^V  tUird   wiM  lOok 

'NuN.    UsiKi'iy  ^j^v-f^il  sk/?tr:ties  arfi  dofTu  and  tlie  host  one  is  solectedj 

B  -      I  ^  j  hfin     c.usicjf  ?  i»  'fs  \t\io  i  ho  Hi  ore 

NOfh    A  w!!:dow  dts[)!ciy  Df)!v  oci«;  :i  few  seconds  to  cntch  iho  ottention 
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To  build  an  image  of  i\  prGStiye  slom  or  a  biiqpin  store 
To  nu-iinUiin  yootiwill 
To  sugcjest  combiruitions  of  rnerchcindist'? 
To  introduce  new  items  cind  uses  for  [3roduc:ts 
To  create  t  fjleasing  sho[=)pitici  onvironrTieru 

To  remind  customers  of  items  thoy  may  have  forgotten  or  desired  after 
ex[.^osure  to  advertising  messages 

(NOTE:   It  is  im[)ortant  that  displays,  advertisements,  and  the  personal 
selling  message  all  tie  togetherj 

ML    Classifications  of  displays 

A,  According  to  the  time  the  display  is  built 

1,  Special    event    dis[jlay-Display    tliat    shows    gifts   for  special 
occasions,  such  as  holidays 

2.  Preseason  display -Disf)lay  that  shows  seasonal  merchandise  before 
the  season  begins 

Example:         Winter  coats  shown  in  August 

3.  Runner  disf^lay-Display  that  sfiows  best  selling  items 

(NOTE:  It  is  best  not  to  display  slow  moving  items  in  the  window. 
Di5[3lay  the  most  popular  items  to  draw  tlie  customers  into  the 
store  J 

4,  End^of-season  display-Disf^lay  that  shows  bargains  in  items  that 
can  be  used  the  remainder  of  tlie  season 

B.  According  to  the  structural  design  of  tlie  dis|jlay 

1,  Shadow  box  display =^ Display  area  resembling  a  shallow  box  open 
on  one  side  (TransfHirencies  11  and  12) 

(NOTE:  The  sliadow' box  may  be  used  inside  the  store,  on  the 
oxterior  of  thu  store,  or  as  part  of  a  window  display.  It  is 
sometimes  called  a  diorama  wfien  a  curved  background  is  used.) 

2,  Island  display  Display  area  set  off  from  the  rest  of  the  store 


C, 
D, 


10'E 


INFORMATION  SHEET 


3.        Lobby  wind<j^A'  disf)!tiv  =  ^Wiiidows  tlnal  urc  finylod  lowarcl  thn  store 
entr^incQ  and  tend  to  lead  cListomers  into  the  store 


(NOTE:  Products  opi^etiling  mainly  to  men  eirt?  usucilly  displayod 
in  the  rigiu  lobby  windows  since  tbo  traffic  generally  looks  to 
the  right  first  and  sifice  men  usually  sfKind  less  time  window 
shopping,) 

Corner  window  diGplay- Window  which  mny  Idc  viewed  frofn 
several  directions 


EKainple: 


shai^ecl  windows 


(NOTE:  Windows  may  be  at  different  heights  or  of  different 
shapes.  This  creates  a  challenge  for  the  disf^lay  fierson  to  [j resent 
the  merchandise  at  eye  leveh  avoid  vacant  gaps,  and  still  maintain 
balance.  The  windows  may  have  full,  partlah  or  open 
backgrounds.) 


Ledge  diSfjIay-^Display  above  shelves  and  racks  which  gives  the 
store  a  total  look  (Transparency  13) 


6.        Wnll  display-  Items  attached  to  interior  walls  (Trans[)arency  14) 
IV,    Steps  in  creating  a  display 


A.  Plan  the  window  (Transparencies  15  and  16,  Assignment  Sfieet  #1) 

(NOTE:  This  includes  selecting  a  central  theme  and  drawing  thurr.bnail 
sketches  of  tlie  display  and  show  cards.  The  head  display  person  for  a 
business  may  need  to  have  a  general  idea  of  themes  and  special  props  needed 
as- much  as  a  year  in  advance  for  budget  fjurposes.  He/she  would  then  draw 
more  specific  plans  as  the  time  nears  to  build  the  actual  display.  Ideas 
for  themes  and  props  may  be  found  in  display  iiiagazines  such  as  VIhuoI 
Merchcuiciising,  fashion  magazines  such  as  Sevetiteen,  and  various  trade 
jou  rnals.) 

B,  Remove  merchandise  and  fixtures  from  old  display  (Transparencies  17  and  18) 


C,  Clean  the  display  area  (Transparency  19) 

(NOTE;  Wash  window,  vacuum  floor,  dust  \no\n,  and  remove  old  adhesive 
tape  from  signs.) 

D,  Select  the  merchandise  and  props  (Transparency  20,  Assignment  Sheet  -2) 
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E.  Set  up  large  props  (Transparencies  21,  22,  and  23) 

Examples:       Pcjnels,  nuinnDquins,  special  backgrounds 

(NOTE:  If  m'jnnequins  are  used,  decorate  them  in  .the  window  or  display 
area,) 

F.  Place  the  merchandise  and  accessories  in  the  display  (Transparency  24) 

G.  Add  decorative  props  (Transparency  24) 
Examples:       Spring  flowers,  fall  leaves 

H.  Place  show  cards  (Transparency  25) 

I.  Place  prices  on  merchandise  (Transparency  25) 

(NOTE:  The  use  of  prices  in  displays  varies  with  store  policyj 
J,     Make  necessary  adjustments  (Transparency  26) 

(iSJOTE:  Stand  back  and  look  at  the  display  from  all  angles.  View  the  display 
as  the  customer  would.) 

V,    Basic  design  principles 

(NOTE:  The  following  principles  of  design  may  apply  to  the  shapes,  lines, 
direction,  sizes,  textures,  weights,  or  colors  of  merchandise  and  accessories.  More 
than  one  design  principle  may  be  used  in  a  display.) 

A.  Harmony-Combining  items  to  create  a  unified  effect  (Transparency  27} 

Examples:       Area  of  only  various  shades  and  tints  of  pink 
Display  of  basically  round  objects 

B.  Repetition-vArranging  similar  items  at  the  same  angle  and  with  the  same 
distance  between  each  item  (Transparency  28) 

C.  Rhythm-Repeating  features  at  regular  intervals  or  patterns  (Transparency 
29) 

Examples:        Every  third  item  in  the  display  may  be  red 

Not  placing  two  food  items  of  the  basic  same  color  next 
to  each  otiier  on  a  plate 

Contrast-^Combining  opposites  (Transparency  30) 

Example:        Placing  white  bone  china  against  a  black  burlap  background 

4  T  9 
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E,  GrfidtUiOM  -Confiectirig  [loints  of  tlu;  disi)lay  by  ii  SL-ries  of  sleps  from  light 
to  (kirk  or  Itorn  snunil  to  liircje  (Trtiiisiuir isncy  31) 

F,  liiierforonco'  Overkipjiinij  ittinis  to  crtMitu  n  (lujlidtj  of  ruUitednuss  tietwcefi 
items  (TrfinspHroficy  31) 
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VI i,    Inipression  given  by  thu  lUimbGr  of  Items  in  a  disfjlay 

A.  Large  numbor  of  items  gives  the  feelincj  of  bsrcjains 

B.  Single  item  or  a  siriall  niimber  of  items  and  accessories  cjives  a  feeling  of 
prestige  and  eKclusiveness 

VilL    Use  of  color  in  displays 

A.  Use  white  light  on  merchcindise 

(NOTE:  Colored  lights  shining  directly  on  merchandise  often  distort  the 
true  color  of  mierchandise.) 

B.  Use  one  dominant  color  sciienie  and  then  any  oilier  colors  that  blend  or 
serve  as  tasteful  contrasts 

(NOTE:  Using  n  large  variety  of  colors  or  ill  bright  colors  may  be 
distracting^ 
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C.  Avoid  placifig  in  direct  sunlight  any  items  with  colors  tiiat  will  fade 

D.  Be  eiwnre  of  thfj  psychology  of  colors  for  btickgrounds  and  merchcindise 

Examples:  Yellow  is  cheerfLih  warm,  and  sugrjests  springtime;  a  black 
background  gives  the  inif^ression  of  SfDace  and  leaves  room 
for  the  imagination 

E.  Rnmember  that  the  theme  of  a  display  mas  center  around  a  color 

IX,  Ligliting  techniques  ^ 

■  A,     Emphasize  the  merchandise  and  not  the  background 
B,     Have  brightest  light  on  tfio  clominaru  [3a rt  of  the  display 
Avoid  glare 

Avoid  shadows  unless  they  are  used  for  special  effects 

E.  Avoid  lighting  which  would  not  show  true  color  of  merchandise 

F.  Hide  lighting  fixtures  from  view 

G.  Work  with  lighting  at  night  to  discover  its  full  effect 

X,  Handling  customer's  request  for  merchandise  on  display 

A.  Know  wtiat  n^f?rchandise  from  your  department  is  on  display 

(NOTE:  This  will  [prevent  some  unnecessary  checking  and  give  the  customer 
confidence  in  the  salesperson's  knowledge  of  his/her  department  and 
merchandise.  It  may  be  helpful  to  leave  a  list  of  the  merchandise  and 
product  information  in  the  defoartment  when  the  merchandise  is  removed 
for  ciisfDtayj 

Example:         Color,  size,  and  style  of  merchandise 

B.  Know  where  the  merchandise  is  displayed 

Check  to  sec  if  requested  merchandise  is  in  stock  before  removing 
merchandise  from  a  display 

(NOTE:  Many  stores  require  a  minimum  stock  before  merchandist  can  be 
displayed.  Also,  most  clothing  displayed  is  usually  either  in  sma!^  sizes 
because  it  looks  neater  in  a  display  or  in  medium  sizes  because  there  is 
generally  a  larger  supply  of  medium  sizes.) 


INFORMATION  SHEET 


D,  Know 


the  store's  policy  concerning  displayed  merchcindise 


1. 


Immodiate  sale  [lolicy 


a. 


Remove  nierchandise  yourself  or  ask  the  display  departnieni 
to  do  so 


b. 


Drape  mannequins  witli  fi  sheet 


c 


Replace  merchandise  when  time  permits 


2. 


Delayed  sale  policy 


a.  Explain  courteously  that  merchandise  is  removed  only  on 
a  scheduled  day  w...._.__. 

b,  ^  Give  the  customer  the  date  when  the  merchandise  will  be 

available 

c.  Offer  to  take  an  order  for  the  merchandise  or  to  hold  it 
for  customer 

d,  Mark  the  merchandise  according  to  store  policy  so  it  will 
only  be  sold  unce 


Placement  of  interior  displays 

(NOTE:  Interior  displays  should  not  block  the  view  from  front  to  back  of  store. 
This  helps  salespeople  to  see  customers  and,  thus,  aids  ifi  prevention  of 
shopli  fting.) 

A.  To  the  right  side  of  doors 

(NOTE:  Most  people  tend  to  look  and  move  to  the  right  first,) 

B.  Near  elevators,  escalators,  and  stairs 

C.  At  the  ends  of  aisles 

D.  On  ledges 

E.  At  eye  level 

(NOTE;  Display  high=profit  items  at  eye  level  and' low  profit  items  on 
bottom  ^^helvesj 
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XI L    Types  of  displays  \mih^  from  stnckiny  hoKOs 

(NOTE;  Stcickincj  boxes  is  un  oxcalleiU  niuUiOci  for  stilliny  fast  iiioviiui 
nierchanclise/  Tlie  buxet?,  of  cuuisu,  hhoiiki  hu  iL?niuvi)ti  froni  tho  suiuk  whiMi 
they  are  nearly  eiiiplyj 

A-    Winciow-cLit  case 

(NOTE;  Tho!30  are  mndc?  by  removincj  thn  top  unci  orie  side  of  n  box.  CnLilion 
should  be  taken  not  to  cut  so  deeply  tluit  ftiorchnndise  niiylu  be  ckinuicjedj 
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B.     Tray  cut  case 

(NOTE;  These  not  only  sell  merchandise  but  save  50  fiercent  shelf  stocking 
time  as  we  lb) 


XML    Parts  of  a  show  card 

A.  Lead  line 

B.  Headline 


4B5 

EKLC 


18-E 


INFORMATION  SHEET 

C,  Selling  features  and  benefits 

D.  Price  line 


XIV,    Purposes  of  signs  or  show  cards 

A,  To  identify  tlie  product  or  idea 

B,  To  show  costs,  manufacturer,  uses,  and/or  benefits 

C,  To  entice  customers  to  buy 

D,  To  give  directions  to  location  of  merchandise  in  the  store 

XV,    Factors  to  be  considered  in  planning  show  card  layouts  (Assignment  Sheets  #3, 
#4,  and  #5) 

A.    Draw  thumbnail  sketches  beforehand 
Use  generous  margins  on  the  card 

C,  Balance  the  layout 

D.  Write  good  copy 

1.  Keep  it  short 

(NOTE:  Don't  try  to  give  the  entire  selling  message  on  the  show 
card.) 

2,  Decide  what  features  or  benefits  should  be  emphasized 
Examfilns;        Price,  color,  style,  use,  special  feature 
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3.  Appeal  to  a  spicific  audience 

4.  Use  lettering  style  appropriate  for  the  product 
E,    Make  clear,  legible  letters  {Transparency  32) 

1,  Space  letters  evenly 

2,  Have  one  or  more  full  spaces  between  words 

3,  Be  sure  distance  between  lines  is  sufficient  for  easy  reading 

4,  Use  larger  letters  for  more  important  .copy 
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Cleaning  the  Display  Area 
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Collecting  Merchandise  For  Display 
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Background 


5  if.  2 
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Pfaebg  Show  Cards  in  the  Display 
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Contrast 
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^  ASSIGNMENT  SHEET  #1^-THEME  IDEAS 


From  the  following  information  decide  on  three  theme  ideas  that  could  be  uied  in  each 
window  display. 

1,  Diiplay  of  summer  swimwear  (bright  colors) 
Theme  ideas 

a. 
b. 
c. 

2,  Display  of  new  winter  coats  (dark  winter  colors) 
Theme  ideas 

a* 
b. 
c. 

3.  Display  of  spring  shipment  of  shoes 
Theme  ideas 

a. 
b. 

4.  Display  of  French  pastry  featured  in  the  bake  shop 
♦  '       Theme  ideas 

a. 
b. 

D  o  o 


erJc 


DISPLAY 
UNIT  I 

ASSIGNMENT  SHEET  #2-.PR0P  SURVEY 

f:;,  ■  M^s^  list  of  items  at  your  home  that  could  be  used  as  functional  and  decorative  props 
..     •  in  future  displays,  for  example,  clothes  hangers,  boxes,  lamps,  coffee  pot,  figurines,  antique 
;   furniture,  or  suitcases.  Items  may  be  found  among  things  located  in  the  attic,  backyard, 
garage,  or  other  places, 

1. 

■:}_  3- 

4. 

6. 

-;'^n  I- 

8.       •     .  ■■ 
V:/'  ■  9. 
.10. 
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ASSIGNMENT  SHEET  #3--LETTERING  LINES 


•;;/vCv,  ^  Show  cards  may  be  lettered  using  a  sign  press  machine,  transfer  letters,  or  stencils.  However, 
r'V;-  ."'many  times  a  person  will  need  to  letter  a  show  card  by  hand.  Practice  making  the  lines 
shown  bel^  a  felt-tipped  pen  or  magic  marker.  Holding  the. pen  at  a  45°  angle, 

i'  ;:■  ■-  use  long,  even  strokes  to  form  each  line, 

^  (NOTE:  All  letters  are  fbrmed  from  straight,  curved,  or  slanted  lines,  Any  letter  or  number 
^  by  combining  these  lines.) 
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ASSIGNMENT  SHEET  #4--LETTERING  ALPHABET 


Practice  making  the  'etters  below  using  a  fslt-tipped  pen. 


PQRST 


V 

2345  Q  YV7 

3 

^^^^^^ 

lefghijklnfin 

541 


opqrs 


xyz 


abcdefghij  liiin 


^dmpJya^Ff 41*?   With  tip  it  45''^rt^lif/ 


abcdefehijhltntio 


ABCDEG 

Mcmsn 

S42 
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SIGNMENT  SHEET  #5-THUMBNAIL  SKETCH  OF  A  SHOW  CARD 

Using  th.  COPY  balow,  design,  lay  out.  and  letter  a  show  card.  Use  attractive 
margins  and  littering, 

(NOTE:  If  the  teacher^coordinator  prefers,  this  assignment  may  be  done  on  8 
X  10  inch  posterboard.)  - 

Sale!  Early  American  rockers,  antique  white  and  maple,  $92 

Make  a  thumbnail  sketch  of  a  show  card  for  a  product  in  your  business  or 
for  a  display  you  are  building  as  a  class  project. 

Use  copies  of  the  checklist  on  the  next  page  to  evaluate  the  show  cards. 
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CHECKLIST  FOR  EVALUATING  SHOW  CARDS 


^Use  the  following  checklist  to  help  judge  if  the  written  copy  and  layout 
cards  are  acceptable. 


of  the  show 


EVALUATION  ITEMS 

YES 

NO 

1/ 

\Are  air  words  spelled  correctly? 

2. 

Does  the  ieadHh  line  give  a  reason  for  buying, 
suggested  use,  or  major  buying  benefit? 

3. 

Are  the  words  descriptive? 

4. 

Does  the  headline  identify  the  merchandise  by  - 
name,  trade^mark,  or  brand  name? 

5. 

Are  the  words  and  letters  neatly  spaced? 

6. 

Do  the  selling  features  point  out  the  product 
features  that  are  NOT  obvious  to  the  customer  at 
first  glance? 

7.       Do  the  selling  features  answer  questions  the 
customer  would  want  to  know  about  the  product? 

8. 

Is  the  price  correctly  written? 

9. 

Is  the  copy  brief  and  to  the  point?  _ 

10. 

Does  the  sign  remind  the  prospective  buyer  of 
something  wanted  or  needed? 

11, 

Is  the  copy  shorty  not  too  many  words? 

12. 

Is  the  amount  of  copy  balanced  with  the  size  of 
the  sign? 

13. 

Is  the  spelling  correct? 

14. 

Is  the  copy  information  understandable? 

15. 

Does  the  copy  describe  the  products  truthfully? 

16. 

Are  the  number  of  lines  appropriate  for  the  size 
of  the  sign?             .      -a  ^  = 

17, 

Is  the  sign  clean? 

5  4 1 
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JOB  SHEET  #1"DRESS  A  MANNEQUIN 


1,  Equipment 

A.  Mannequin 

Clothes  and  accessories 
IL  Procedure 

A,  Clean  the  mannequin  stand 

B,  Wash  your  hands 

(NOTE:  Merchandise  and  props  are  expensive  items  and  may  be  damaged 
by  soiled  hands/) 

C,  Select  appropriate  style  and  size  of  mannequin 

(NOTE:  It  is  usually  not  a  good  idea  to  interchange  parts  of  mannequins.) 

D,  Remove  wig  or  cover  the  head  with  a  plastic  bag  if  the  wig  is  permanently 
attached 

(NOTE:  This  should  be  done  also  when  undressing  and  storing  mannequins 
not  in  use,) 

Remove  the  hands  and  arms 

(NOTE:  The  hands  should  be  removed  fifst  if  they  are  not  permanently 
attached.  Place  the  disassembled  parts  where  they  will  not  be  in  danger 
of  falling  or  being  stepped  on.  Develop  a  system  so  you  can  remember 
the  left^sided  parts  from  the  right-sided  parts,  Never  try  to  dress  or  move 
a  fully  assembled  mannequin, ) 

F,     Remove  the  top  half  and/or  removable  legs  of  the  mannequin  if  helpful 
in  dressing 

(NOTE:  Turn  bottom  half  of  mannequin  upside  down  when  dressing 
mannequin  in  pants.) 

Place  clothing  on  the  torso  of  the  mannequin 
H.    Place  mannequin  arms  through  sleeves 

(NOTE:  Care  should  be  taken  not  to  damage  the  mannequin  with  zippers, 
hooks,  or  ornaments,) 
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L      Attach  arms  and  hands  securety 

(NOTE;  Arms  should  be  attached  first  if  they  are  not  permanently  attached. 
Clothing  should  be  held  so  it  will  not  get  caught  in  the  socketsj 

J.     Button  clothes 

K,     Fold  and  pin  clothing  so  that  it  fits  properly 

(NOTE:  Caution  must  be  taken  not  to  damage  or  wrinkle  the  fabric.  Pins, 
folds,  and  tucks  should  not  be  visible  to  the  customers,) 

L.     Replace  wig  or  remove  plastic  bag 

M_.    Conceal  unwanted  tags  and  bags 

(NOTE:  Tags  may  be  put  inside  sleeves,  tucked  in  the  back  of  belts,  or 
placed  under  the  mannequin  stand  or  behind  other  propsj 
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JOB  SHEET  #2-MAKE  A  TRAYCUT  CASE 

L  Equipment 

A.  Box  cutter 

B.  Uncut  cardboard  box 
IL  Procedure 

A,  Turn  case  upside  down 

B,  Cut  the  actual  bottom  side  of  the  case  several  inches  from  the  bottom 

(NOTE:  When  cutting  remember  to  cut  away  from  yourseif,  not  to  play 
around  with  sharp  cutting  tools,  and  to  keep  sharp  objects  out  of  the  reach 
of  children.) 

C,  Remove  the  bottom  of  the  case 

D,  Mark  the  prices  on  that  half  of  the  carton 

E,  Replace  the  bottom 

F,  Turn  the  case  right  side  up 

G,  Remove  the  top  half  of  the  carton 

H,  Price  the  top  layer  of  merchandise 

I,  Leave  the  top  half  off  for  an  effective  display 
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UNIT  I 

TEST 


Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  apprc  riate 
numbers  in  the  blanks  provided.  Terms  and  definitions  are  continued  on  the 
following  page. 


a.  Display  used  to  show  merchandise  near 
related  items,  at  the  ends  of  aisles,  and 
near  the  check-out  counter 

b.  Display  where  the  merchandise  is 
protected  from  handling,  dust,  danger, 
or  theft 

c.  Display  used  to  show  merchandise  so 
that  the  customer  may  touch  it 


d.  Fixture  used  to  build  a  disi 


_e.  Display  used  primarily  to  build  customer 
'  goodwill 

f,  Display  which  attempts  mainly  to  sell 
specific  merchandise* 

g.  Impersonal  selling  through  display 


h.  Emphasis  given  fd  an  idea  or  item  of 
merchandise  to  attract  the  customer's 
attention 

i.  Elements  of  a  display  not  spaced  the 
same  on  both  sides  but  which  appear 
balanced  by  varying  the  distance  of 
larger,  heavier  elements,  various  shapes, 
and  colors 

j\  Elements  spaced  evenly  on  both  sides  of 
a  display 

k.  Point  a  little  above  the  actual  measured 
center 


1 .  Dominance 

2.  Informal 
balance 

3.  Focal  point 

4.  Receding 
colors 

5.  Optical 
center 

6.  Formal 
balance 

7.  Advancing 
colors 

8.  Color  wheel 

9.  Free  form 
display 

10.  Suspension 
display 

11.  Thumbnail 

sketches 

12.  Visual 
merchandising 

13.  Show  cards 

14.  Promotional 
display 


Spot  within  a  rectangle  where  the  eye 
naturally  pauses 


548 


m-  Colors  that  create  the  illusion  of  spgce      15.  Layout 
by   making   objects   look   smaller  or 

farther  away  16.  Institutional 

display 

n.  Colors  that  may  appear  to  come  forward      ,  ^  ^  ^ 

^"^-"^^  1 7  yopy 

or  make  objects  look  larger 

18.  Prop 

 0.  Colors  of  the  spectrum  arranged  in  a 

circle  and  used  to  plan  combinations  of      ig^  Cloied 

colors  display 

Display  in  which  merchandise  Is  hung  in  20.  Point-of-purchase 
mid-air  by  thin  wire  or  string  display 

Display  in  which  color  and  design  take      21.       Open  display 
preference  over  realism 

 J.  Small,  quick  sketches  that  give  an  idea 

of  how  the  finished  display  or  show  card 
will  look 

 s.  Arrangements  of  letters  and  numbers  on 

a  show  card 

t.  Words  and  printed  material  on  a  show 
card 

u.  Signs  used  In  displays  to  give 
information  about  the  featured 
merchandise  ' 

Select  from  the  following  list  the  purposes  of  displays.  Place  an  "X"  in  the 
correct  blanks. 


a. 

To  sell  merchandise  and 

ideas 

b. 

To  bring  customers  into 

the  store 

c. 

To  build  an  image  of  a 

prestige  store  or  a  bai 

^gain  store 

d. 

To  maintain  goodwill 

e. 

To  suggest  combinations 

of  merchandise 

f, 

To  introduce  new  items 

and  uses  for  products 

9' 

To  create  a  pleasing  sho 

pping  environment 

h. 

To  remind  customers  of  items  they  may  have 
after  exposure  to  advertising  messages 

forgotten  or  desired 
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3.       Match  time  and  structural  design  claisifications  on  the  right  to  descriptions  of 
each.  Place  the  correct  numbers  in  the  blanks  provided. 


a. 

Windows  that  are  angled  toward  the 

1, 

Wall  display 

store    entrance    and    tend    to  lead 

customers  into  the  store 

CorriBr  window 

display 

b. 

Display  that  shows  bargains  in  items  that 

can  be  used  the  remainder  of  the  season 

1— cUys  UlajJlay 

c* 

Display  area  resembling  a  shallow  box 

A 

End'Of  "Season 

open  on  one  side 

display 

d. 

Display  that  shows  seasonal  merchandise 

c 

UODDy  winuow 

before  the  season  begins 

display 

e. 

Display  area  set  off  from  the  rest  of  the 

6. 

Runner  display 

store 

7. 

Island  display 

Display  that  shows  best  selling  items 

8. 

Preseason 

Display  that  shows  gifts  for  special 

display 

occasions,  such-  as  holidays 

9. 

Shadow  box 

h. 

Items  attached  to  interior  walls 

display 

[. 

Window  which  may  be  viewed  from 

10. 

Special  event 

several  directions 

display 

j\    Display  above  shelves  and  racks  which 
gives  the  store  a  total  look 

4.       Arrange  in  order  the  steps  in  creating  a  display.  Place  a  "1"  in  front  of  the  first 
step,  a  "2"  by  the  second  step,  and  so  on.  (Continued  on  the  next  page.) 

a.  Make  necessary  adjustments 


b.  Place  show  cards 


c.  Set  up  large  props 


d.  Clean  the  display  area 


e.  Select  the  merchandise  and  props 


f,   Plan  the  window 


g,  Add  decorative  props 
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 ^h.  Place  prices  on  merchandise 

i,   Place  the  merchandise  and  accessories  in  the  display 

 j,    Remove  merchandise  and  fixtures  from  old  display  . 

Match  the  basic  design  principles  on  the  right  to  descriptions  of  each.  Place 
the  correct  numbers  in  the  blanks  provided. 


a.  Overlapping  items  to  create  a  feeling  of 

1, 

Gradation 

relatedness  between  items 

2. 

Contrast 

b.  Combining  opposites 

3. 

Rhythm 

c.   Repeating  features  at  regular  intervals  or 

patterns 

4, 

Harmony 

d.  Arranging  similar  items  at  the  same  angle 

5. 

Interference 

and  with  the  same  distance  between  each 

item 

e! 

Repetition 

_e,  Connecting  points  of  the  display  by  a 
series  of  steps  from  light  to  dark  or  from 
small  to  large 

 f.  Combining  items  to  create  a  unified 

effect 

Identify  each  of  the  following  basic  display  arrangements  by  writing  the  correct 
names  in  the  blanks  provided. 
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Describe  the  impression  given  by  the  number  of  items  in  a  display, 


a, 


8.       Select  from  the  following  list  true  statements  about  the  uses  of  color  In  displays. 
Place  an  "X"  In  the  correct  blanks. 

 ^a.  Use  colored  lights  on  merchandise  to  give  a  truthful  presentation  of 

the  merchandise 


b.  Use  of  many  different  colors  in  a  display  is  highly  recommended 
_c.  Avoid  placing  in  direct  sunlight  any  items  with  colors  that  will  fade 
d.  Be  aware  of  the  psychology  of  colors  for  backgrounds  and  merchandise 


Select  from  the  following  list  true  statements  about  lighting  techniquas.  Place 
an  '*X"  in  the  correct  blanks. 

 B.  Emphasize  the  background  with  bright  lights 

b.  Have  the  brightest  light  on  the  dominant  part  of  the  display. 

c.  Avoid  glare 

d.  Avoid  shadows  unless  they  are  used  for  special  effects 

e.  Avoid  lighting  which  would  not  show  true  color  of  merchandise 

f.  Hide  lighting  fixtures  from  view 

 ^g.  Work  with  lighting  at  night  to  discover  its  full  effect 


10.       Select  from  the  following  list  true  statements  about  handling  customer's  request 
for  merchandise  on  display.  Place  an  "X"  in  the  correct  blanks, 

a.  Know  what  merchandise  from  your  department  is  on  display 

b.  Know  where  the  merchandise  Is  displayed 


c.  Check  to  see  If  requested  merchandise  is  in  stock  before  removing 
merchandise  from  a  display 

d.  Know  the  store's  policy  concerning  displayed  merchandise 

e.  Under  the  immediate  sale  policy,  replace  merchandise  which  has  been 
sold  when  time  permits 


11, 


12. 


 ^f.  Under  the  delayed  sale  poiicy,  the  customer  is  told  to  come  back  latir 

and  see  if  the  merchandise  is  still  available  when  the  display  is  removed 

g.  Under  the  delayed  sale  policy,  mark  the  merchandise  according  to  store 
policy  so  it  will  only  bo  sold  once 

Select  from  the  following  list  true  statements  about  the  placement  of  interior 
displays. 

a.  Interior  displays  should  be  placed  to  the  left  of  doors 

b.  Interior  displays  are  effective  at  the  ends  of  aisles 

c.  Interior  displays  may  be  placed  on  ledges 

d.  Interior  displays  should  be  placed  above  eye  level 


Identify  the  types  of  displays  made  from  stacking  boxes  by  placing  the  name 
of  each  in  the  blanks  provided. 


13.       Identify  the  parts  of  the  show  card  Illustrated  below  by  placing  the  names  In 
the  blanks  provided. 


WANT  GOOD  GAS  MILfAGE? 

Racing  Bicycle 

lightweight  j^mmf% 
10  speed         $110  ^- 
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14,  List  two  purposes  of  signs  or  show  cards, 
a. 

b. 

15,  Select  from  the  following  list  factors  to  be  considered  in  planning  show  card 
layouts. 

a.  Draw  thumbnail  sketches  beforehand 

b.  Use  generous  margins  on  the  card 
 c.  Balance  the  layout 

 d.  Write  good  copy 

e.  Make  the  copy  appeal  to  general  audiences 

f.  Use  lettering  style  appropriate  for  the  product 

 g.  Get  as  much  information  as  possible  on  the  show  card 

 ^  h.  Decide  what  features  or  benefits  should  be  emphasized 

i,    Make  clear,  legible  letters 

j.   Space  letters  evenly  with  one  or  more  full  spaces  between  words 
 k.  Use  larger  letters  for  more  important  copy 

16,  Demonstrate  the  ability  to: 

a.  Dress  a  mannequin. 

b.  Make  a  tray  cut  case. 

(ISIOTE:  If  the  above  activities  have  not  been  accomplished  prior  to  the  test, 
.   ask  your  instructor  when  they  should  be  completed.) 
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ANSWERS  TO  TEST 

1.  a.  20  h.  1  0.  8 

b.  19  i.  2  p.  10 

c.  21  j.  6  q.  9 

d.  18  k.  5  r.  11 

e.  16  I.  3  s.  15 

f.  14  m.  4  t.  17 

g.  12  n.  7  u.  13 

2.  a,  b,  c,  d,  e,  f,  g,  h 

3.  a.  S  e.  7  i.  2 

b.  4  f.  6  j.  3 

c.  9  g.  10 

d.  8  h.  1 

4.  a.  10  f.  1 
b.  8  9-7 


c, 


5  h.  9 


d.  3  i.  6 

e.  4  j.  2 


5.       a.  5 

b.  2 

c.  3 

d.  6 

e.  1 

f.  4 


»'  :^  ri 

DO  / 
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6,  a.  Radiation 
b.  Radiation 
c*  Stair-'Step 
ci.  Stair-step 

e.  Pyramid 

f.  Pyramid 

g.  Zig-zag 

h.  Repetition 

i.  Mass 
]\  Dump 
k.  Dump 

7.  Description  should  include: 

a.  Large  number  of  items  gives  the  feeling  of  bargains 

b.  Single  item  or  a  small  number  of  items  and  accessories  gives  a  feeling  of 
prestige  and  eKclusiveness 

8.  c,  d 

9,  b,  c,  d,  e,  f,  g 

10,  a,  b,  G,  d,  e.  g 

11,  b,  c 

12,  a.  Window^cut  case 
b.  Tray-cut  case 

13,  a.  Lead  line 

b.  Headline 

c.  Selling  features  and  benefits 
d«  Price  line 
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14.  Any  two  of  the  following: 

a.  To  identify  the  product  or  idea 

b.  To  show  costs,  manufacturer,  uses,  and/or  benefits 

c.  To  entice  customers  to  buy 

To  give  directions  to  location  of  merchandise  in  the  store 

15.  a,  b,  c,  d,  f,  h,  i,  j,  k 

16.  Performance  skills  evaluated  to  the  satisfaction  of  the  instructor 
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ADVERTISING  MEDIA 
UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  select  appropriate  advertising 
media.  This  will  be  done  in  part  by  selecting  from  a  list  the  goals  of  advertising  and 
the  kinds  of  merchandise  to  advertise.  The  student  should  be  able  to  name  the  factors 
which  determine  when  to  advertise  and  list  the  advantages  and  disadvantages  of  major 
kinds  of  media.  This  knowledge  will  be  evidenced  by  a  score  of  eighty^five  percent  on 
the  unit  test. 

SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 


1, 

Match 

terms  associated  with  advertising  media  to  their  definitions. 

% 

Select 

from  a  list  the  goals  of  advertising. 

3. 

Select 

from  a  list  the  kinds  of  merchandise  to  advertise. 

4, 

Name 

the  factors  which  determine  when  to  advertise. 

5, 

List  advantages  and  disadvantages  of  the  following  major  advertising 

1  media: 

newspi 

iper,  magazine,  direct  mail,  radio,  and  television. 

6. 

Select 

from  a  list  true  statements  about  other  forms  of  advertising 

1  media. 
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ADVERTISING  MEDIA 
UNIT  I 

SUGGESTED  ACTIVITIES 

L    Teacher= Coordinator: 

A.  Give  pretest  usinc]  objoctive  sheet. 

B.  Order  films. 

C.  Provide  student  with  objective  sheet. 

D.  Provide  student  with  information  and  assignment  sheHls. 

E.  Make  transparencies, 

F.  Discuss  unit  and  specific  objectives. 
Discuss  information  and  assignment  sheets. 

H,  Arrange  for  field  trips  to  and/or  guest  speakers  from  the  following: 
advertising  agency,  advertising  department  of  a  large  store,  newspaper  office, 
radio  station,  television  station,  and/or  outdoor  advertising  agency. 

I.  Provide  examples  of  all  the  kinds  of  advertising  mentioned  in  the  unit, 

J.  Provide  periodicals  for  students  to  find  examples  of  the  kinds  of  advertising 
mentioned  in  the  unit. 

K,    Provide  local  advertising  rate  cards  and  figure  the  costs  of  advertising. 

L.     Teach  basic  math  if  necessary. 

M.    Give  test, 

N,     Reteach  if  necessary. 

0,    Test  again  until  minimum  standard  is  reached. 
II.  Student; 

A.  F^ead  objective  sheet, 

B.  Study  information  sheet, 
C*     Take  notes, 

0  O  1 


D,  Complete  assignment  sheets. 

E,  Attend  field  trips  and  other  activities, 

F,  Take  test(s), 

INSTRUCTIONAL  MATERIALS 

Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 

C.  Transparency  masters 

1,  TM  1  ^^Promotional  Advertising 

2,  TM  2-lnstitutional  Advertising 

3,  TM  3-Nitional  Advertising 

4,  TM  4=^Shopping  News 

5,  TM  5-Car=Card  Advertising 

6,  TM  6-^Catalogs 

7,  TM  7^^Table  Tent 

D.  Assignment  sheets 

T  Assignment  Sheet  #1 -Promotional  and  Institutional  Advertising 
2.       Assignment  Sheet  #2-Figuring  Advertising  Costs  with  Rate  Cards 

E.  Answers  to  assignment  sheets 

F.  Test 

G.  Answers  to  test 
References: 

A.  Nolan,  Carroll  A.,  and  Warmke,  Roman  F,  Marketing,  Sales  Promotion,  and 
Advertising.  7th  ed.  Dallas:  South^Western  Publishing  Co,,  1965. 

B.  Ocko,  Judy  Young.  Retail  Advertising  Copy:  The  How,  The  What,  The 
Why,  New  York:  National  Retail  Merchants  Association,  1975. 
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C.  Nelson,  Roy  PauL  Th&  Design  of  Advertising,  Dubuque,  Iowa:  William  C. 
Brown  Co.,  1972, 

D.  Samson,  Harland  E.  Advertising  md  Displaying  Merchandise,  Dallas: 
South-Western  Publishing  Co.,  1967. 

E.  Richert,  Henry  G.;  Meyer,  Warren  G,;  Haines,  Peter  G.;  and  Harris,  Edward 
G.  RetaHing  Principles  and  Practices.  6th  ed.  Dallas;  Gregg  Dlvision/McGraw 
Hill  Co.,  1974. 

Film-"Stalking  the  Wild  Cranberry:  IVlaking  of  a  TV  CommerciaL"  Available 
from  ACI  Films  Inc.;  P.O.  Box  1898;  12  Jules  Lane;  New  Brunswick,  New  Jersey 
08902, 

(NOTE:  Only  Oklahoma  tfachers  may  order  fi'ms  from  the  State  Department 
of  Vocational  and  Technical  Education,  Curriculum  and  Instructional  Materials 
Center,  1515  West  Sixth  Avenue,  Stillwater,  Oklahoma  74074,  Out^of^state 
teachers  may  purchase  and/or  rent  materials  from  the  address  listed.) 
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ADVERTISING  MEDIA 
UNIT  I 


INFORMATION  SHEET 


Terms  and  definitions 

A,  Advertisings-Public  announcemnnt.  wliich  is  paid  for  and  has  an  identified 
sponsor 

(NOTE;  Display  advertising  generallv  refers  to  ads  which  include 
illustrations.) 

Publicity-Presentation  of  facts  which  may  be  free  and  may  not  have  an 
identified  sponsor 

Example:        Newspaper  article  to  gain  attention  about  a  new  store 
opening  or  employee's  promotion 

Promotional  advertising-Advertising  which  mainly  attempts  to  sell  specific 
merchandise  (Transparency  1,  Assignment  Sheet  #1) 

D.  Institutional  advertising-Advertising  used  primarily  to  build  customer 
goodwill  and  to  present  the  store  as  a  good  place  to  shop  (Transparency  2, 
Assignmient  Sheet  #1) 

(NOTE:  This  is  done  by  emphasizing  the  store's  prestige  or  service. 
Institutional  advertising  also  includes  public  service  advertisements,  such  as 
a  National  DECA  Month  advertisement,) 

E.  National  advertising^^Advertising  done  on  a  nationwide  level  by 
manufacturers  or  suppliers  (Transparency  3) 

F.  Cooperative  advertising-Advertising  in  .which  the  cost  is  shared  by  the  local 
business  and  the  manufacturer  or  supplier 

G.  Local  advertising-Advertising  done  by  local  businesses 

H.  Media-Various  methods  of  giving  out  information 

(NOTE:  "Mediumi"  is  the  singular  of  "media.") 

\,  Advertising  rate  card--Card  containing  information  about  costs  and 
restrictions  (Assignment  Sheet  #2) 

J.  Leader-^Merchandise  sold  at  a  reduced  price  or  even  at  a  loss  in  order  to 
attract  customers  into  the  store 

(NOTE;  If  merchandise  is  sold  at  a  loss  it  is  known  as  a  loss  leader.) 
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Classifioci  od'^ Advertisiny  yroupecl  in  a  special  section  of  a  newspaper  und 
conttiininy  mostly  copy  vvith  viiry  few  illustriuions 

(NOTE:  Tfiis  is  sofiielinins  cnilGtl  display  adveriisincj  if  tho  ad  does  conttjin 
any  illustr iitions  or  unusual  type.) 

Milline  rate-Cost  of  a  single  line  of  ncwspapor  space  per  each  million  people 

renched  by  the  newsf^tiner  circulation 

Column  inch- Method  of  measuring  and  paying  for  some  newspaper  ads 

(NOTE;  A  column  inch  is  one  inch  deep  by  one  column  in  width,) 

R,0,P,  (Run  of  paper)-Advertisement  that  may  be  placed  anywhere  in  the 
newspaper  as  opposed  to  specifying  a  particular  section  of  the  newspaper 
or  position  of  the  ad  on  the  page 

(NOTE:  It  is  usually  less  expensive  to  advertise  R,0,P,  than  to  guarantee 
posit'on  j 

Mailing  list-List  of  prospective  customers 

(NOTE:  A  business  may  compile  its  own  list  or  purchase  a  list  compiled 
by  mailing  list  companies.  This  list  may  be  categorized  by  factors  such 
as  age,  sex,  and  occupation.) 

Network-National  organization  which  links  television  and  radio  stations 
together 

Examples;       ABC,  NBC,  CBS 

Spot  announcements-Radio  or  television  commercial  that  ranges  from  10 
to  60  seconds  In  length;  usually  purchased  as  a  package  of  10,  20,  or  30 
advertisements 

(NOTE:  Radio  announcements  use  repetition  to  get  the  message  across  to 
prospective  customersj 

Prime  time-Time  when  the  largest  number  of  people  listen  to  the  radio 
or  watch  television  and,  thus,  the  time  when  it  is  most  expensive  to  advertise 

(NOTE:  The  size  of  the  broadcast  area  will  also  affect  the  cost.) 

Advertising  agency-Business  which  conducts  market  research  and  plans  and 
executes  advertising  campaigns  for  firms  and  companies 

Advertising  budget-Estimate  of  the  amount  of  money  to  be  spfcf;t  on 
advertising  during  the  year;  usually  based  upon  a  percentage  of  last  year's 
sales 
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II.    Goals  of  advertising 

A.  To  sell  specific  cioocls,  services,  ideas,  or  companies 

(NO^E:  An  advertiser  needs  good  prociuct  information  and  a  knowleclfje 
of       ing  and  customer's  buving  motives.) 

B.  To  bring  customers  into  the  store 

C,  To  maintain  goodwill 

D.  To  balance  sales  volume  during  a  week  or  month  when  sales  are  lower 
Example:        January  white  sale 

E,  To  attract  new  customers 

F,  To  introduce  new  ideas,  products,  or  services 

J-   Example:         Advertisement  about  acquiring  additional  parking  space 

ML    Kinds  of  merchandise  to  advertise 

(NOTE:  Care  should  be  tjken  to  have  an  adequate  stock  to  cover  anticipated 
sales,) 

A,  Best  sellers 

(NOTE:  This  is  determined  by  sales  records,  salespeople,  buyers,  and  what 
competitors  are  doingj 

B,  New  items  and  styles 

C,  Reduced  iterris 

D,  Timely  merchandise 

Example:         Candy  for  Valentine's  Day 

IV.    When  to  advertise 

(NOTE:  Salespersons  should  be  aware  of  when  ads  appear  so  they  may  be 
mentioned  during  the  selling  process  and  so  the  displays  may  be  coordinated 
with  the  ads,) 

A,     Heavy  promotional  periods 

Examplis:       Back-to-school   promotions,  anniversary  sales,  Christmas, 
end'of'Season  clearance 
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B.     Day  of  the  week  that  is  best  for  the  type  of  store,  product,  and  customers 

Examples:       Wednesday  and  Thursday  for  weekend  grocery  shopping; 

Sunday  when  people  may  have  more  tinne  to  read  the 
newspaper 

V,    Major  advertising  m  ^ia 

(NOTE:  The  most  effective  sales  promotion  is  one  in  which  a  local  business 
coordinates  its  advertising  with  the  promotions  done  by  manufacturers  and 
suppliers.  It  is  also  important  to  remember  that  it  is  advertising  which  pays 
for  television,  radio,  newspapers,  and  magazines.) 

A.  Newspaper 

1 .  Advantages 

a.  Is  widely  read 

b.  Is  relatively  inexpensive 

c.  Can  be  changed  relatively  quickly 

2.  Disadvantage-Has  a  short  reading  life 

(NOTE:  A  newspaper  does  not  usually  lay  around  long.) 

B.  Magazine 

1.  Advantages 

a.  Adds  prestige  to  a  product  or  business 

b.  Can  get  effective  uzi  of  color 

c.  Has  a  long  reading  life 

d.  May  reach  a  select  audience 

Examples:       Progressive  Grocer, 

Anmrican  Vocational  Association  Journal, 
different  ads  for  different  parts  of 
the  country  in  the  same  magazine 

e.  Is  a  good  medium  for  educating  consumers  about  a  product 
or  service 
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2,  Disacivantaqes 

a,  Is  relatively  expensive 

b,  May  waste  circulation  unless  business's  tracjing  area  is  quite 
large 

c,  is  not  easy  to  chancje  on  short  notice 

C,  Direct  mail 

1 ,  Advantages 

a.  Has  direct  and  personal  appeal  to  one  group 

b.  May  be  used  to  make  immediate  sales  by  enclosing  an  order 
blank 

c.  Is  relatively  inexpensive  if  special  postal  rates  can  be  obtained 

2.  Disadvantages 

a.  Requires  that  the  mailing  list  be  constantly  revised 

b.  May  be  ignored  by  some  people  as  merely  "junk"  mail 

D.  Radio 

1.  Advantages 

a.  Suited  for  products  of  general  demand  because  of  large 
diversified  audience 

b.  Can  be  changed  relatively  easily 

c.  Can  be  repeated  frequently 
Is  relatively  inexpensive 

2.  Disad  vantages 

a.  May  waste  coverage  on  many  people  who  are  not  potential 
customers 

b.  Is  not  suited  for  products  that  must  be  seen  to  develop 
customer  interest 
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Television 


Advantages 


a 


Has  a  large  diversified  audience 


b 


Is  good  for  national  advertising 


c 


Adds  prestige  to  a  product  or  business 


d 


Is  easy  to  show  demonstration  of  a  product 


2, 


Disadvantage-Is  expensive 


Other  forms  of  advertising  media 

A.  Shopping  news-Newspaper  consisting  mainly  of  advertisements  and  usually 
distributed  free  of  charge  (Transparency  4) 

(NOTE:  They  may  be  picked  up  in  local  businesses,  mailed,  or  placed  inside 
the  regular  newspaper.) 

B.  Car-card  advertisings-Advertising  placed  in  busses,  on  taxis,  in  airports,  and 
on  the  sides  of  automobiles  (Transparency  5) 

C.  Outdoor  advertising-^Billboards,  posters,  painted  walls,  and  electrical  signs 

D.  Directory  advertising=-Ad  placed  in  the  yellow  pages  of  telephone  directories 
covering  the  shopping  areas 

E.  Program  advertisings-Advertising  which  is  done  mainly  as  a  public  service 
or  charity  since  few  sales  are  generated  by  this  type  of  advertising 

Examples:       Yearbook,  concert  program 

F.  Specialty  advertising-=Free  item  with  the  businesses  name  on  It;  given  to 
create  goodwill,  gain  the  customer's  attention,  and  keep  the  business's  name 
in  the  customers'  minds 

Examples;        Ink  pens,  calendars 

G.  Catalog-Publication  printed  on  a  regular  basis  by  mail  order  companies  or 
on  special  occasions  for  a  particular  store  or  company  (Transparency  6) 

Examples:       Ward's,  Penney 's.  Sear's,  Neiman  Marcus  Christmas  catalog 
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H,  Handbill-Advertisement  distributed  door  to  door,  placed  on  parked  cars, 
or  placed  in  sacks  to  announce  grand  openings  and  speoial,  promotions 

I.  Table  tent-Stand-up  card  placed  on  tables  in  restaurants  (Transparency  7) 
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omotional  Advertisim 


A  break  with  the  past,  for  future  brides. 
Diamond  sets  entwined  together  in  a  highly 
contemporary  manner.  14KGold mountings. 


Enlace  Bridal  Sets 


15  Diamonds  U  Diamonds 

$425  S3S0 


Twogether  Bridal  Sets 


10  Diamonds  9  Dlimonds 

$275  $225 


%  CONVENIENT  WAYS  TO  CHARGEt 
Custom  Charge  *  Revolving  Charff 


® 

imiLifis 
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Institutional  Advertisim 


Avis  is  putting  a  litter  bag  in  every  new  Plymouth  and  other  fine  car  we  rent 

We  started  doing  that  years  ago. 
But  what  good  are  litter  bags  if  people  don't  use  them? 
Wont  you  please  try  harder,  too? 


ERIC 
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National  Advertising 


Hbur  mother  loves  you,  no  matter  whot. 


Send  her  a  BigHug 
bouquet,  and  send  it  before 
Sunday.  Make  Mother's  Day  last  a 
little  longer.  Call  or  stop  tn  right  now 
We'll  take  it  from  there.  Delivered 
almost  anywhere  in  the  country.  A 
special  gift.  At  a  special  price. 
For  a  special  mother.  Yours, 


Send  her  fhi 

FTD  BigHug  boyquef  earlyl 
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UNIT  I 

ASSIGNMENT  SHEET  #1 -PROMOTIONAL  AND  INSTITUTIONAL  ADVERTISING 

Listed  below  are  examples  and/or  uses  of  advertising.  Check  each  of  the  uses  and/or 
exannples  as  either  being  institutional  or  promotionaL 

DESCRIPTIONS  OF  ADVERTISEMENTS  PROMOTIONAL  INSTITUTIONAL 

1,  An  ad  wishing  its  customers  a  happy 

holiday    ____ 

2,  An  ad  featuring  a  furniture  sale    . 

3,  An  ad  featuring  the  new  uses  uf  a 

product  ■        ^  _____ 

4       An  ad  featuring  the  business  hours 

of  a  bank    


5,  An  ad  featuring  the  buying  terms  of 
a  department  store 

6.  An  ad  featuring  an  acknowledgement 
for  the  services  of  an  employee  who 

has  been  with  the  company  for  20  years 


7,  An  ad  featuring  the  trustworthiness 
of  a  company 

8.  An  ad  featuring  the  DE  students  who 
work  for  the  company 


9.       An  ad  featuring  the  introduction  of 
a  new  model  outboard  motor 


10.       An  ad  featuring  a  full  line  of 
children's  clothes 


11.       An  ad  featuring  the  store's 
participation  in  the  annual 
United  Fund  drive 


12,       An  ad  featuring  a  clearance  sale  on 
winter  coats 
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ASSIGNMENT  SHEET  #2"FIGURING  ADVERTISING  COSTS  WITH  RATE  CARDS 


After  reading  the  example,  figure  the  problems  below.  Use  the  sample  rate  cards  on  the 
following  pages. 

Example:        Figure  the  cost  of  placing  eight  6"  x  10"  ads  during  the  month 

10"  X  6"  ^      60.  column  inches  in  one  ad 

60"  X  8  -      240  total  column  Inches  during  the  month 

240"  X  $1.32        «  $316.80 

1,,       3"  X  3"  ad  in  a  newspaper  which  ran  four  times  during  the  month.  The  account 
was  paid  one  month  late. 


2.       40  column  inch  newspaper  ad  in  black  and  three  colors.  It  ran  only  once. 


3,       Six  one  minute  spot  announcements  over  the  radio  station  for  thirty  days. 
Received  the  discount  for  the  month, 

a.     Use  normal  rates 


b.     Use  prime  time  rates 
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pft  boTHAM  DAILY  NEWS 

SjARISSED  RETAIL  RATE  SCHlDULi 

^Applicabte  only  to  l^oal  retail  firms  or 
service  establishrr^^nts  lor  their  own  display 
^advartising;  Advertising  not  considered  by 
Hhe  publisher  as  'Mocal  retan"  will  be  charged 
at  the  general  advertising  rate, 

(Based  on  column  Inches  useu  per  month) 


.nches  Per  Month 

1  24  .  ^  «  ■ 

25-49  —  ' 

50-99  .  • 

100-199/  ' 

200-290  .  -  • 

300-399  -  ' 

400-599  ,  .  ^ 

600-799  .  '  V 


Rate  per  inch^ 

,  .  .  .  M^68 

.  .  ,  ,  1.51 

'  .  .  ,  ,  1.43 

.  .  .  .  ,  1  36 

:  .  .  ,  -  1-32 

.  .  .  .  .  1'29 

 1.26 

....  1=23 


■  At  the  end  of  each  calendar  month, 
advertising  will  be  charged,  at  the  rate 
earned,  according  to  above  schedule.  If 
account  is  not  paid  by  the  10th  "^o^th 
following  billing,  advertiser  will  be  charged  1 
1/2  percent  per  month  on  unpaid  balance. 

PREPRINT  iNSiRT  RATES 

65  percent  of  earned  ROP  advertising 
rate.  We  reserve  the  right  to  accept  or 
.  decline  any  preprinted  materiaL       ,  _ 

EXTRA  INSERTION  DISCOUNT 


Monday,  Tuesday,  or  Friday  edition, 
without  copy  change,  a*  ^^wtisers  ^ 
LESS  20  PERCENT  DISCOUNT. 
Mechanical  department  time  required  to 
make  copy  changes  for  BID  insertions  will 
be  billed  at  $10  per  hour.  Advertisements 
originating  Monday,  Tuesday,  or  Friday  may 
be  repeated  Sunday,  Wednesday,  or 
Thursday  under  same  terms  and  discount, 
11 D  minimum,  5  in,  v 

MONTHLY  CARD  RATES 

26  Consecutive  Insertions  22.3e.per  inch 
,3gQD  13,78  per  inch 

For  each  change  of  copy  requested 
before  completion. of  month,  a  5  percent 
charge  will  be  made,  with  a  minimum  of  Si. 
One  change  per  month  is  allowed  without 
charge  after  the  first  month.  If  a  card 
advertisement  Is  canceled  before  one  month 
expires,  total  number  of  inches  of  space  used 
will  be  charged  to  advertiser  under  the 
Earned  Retail  Rate  Schedule, 
*  .85  per  insertion  per  inch 
1,06  per  insertion  per  inch 

COLOR  ADVERTISING 

When  mechanical  limitations  permit, 
display  advertisements  may  be  printed  m 
black  and  color  for  the  following  extra 
charge: 


Block  and  one  color   =  ,  ,  ^  .  >  ^  '  ' 

Black  and  two  colors   

Block  and  three  eolors  ' 

Double  Truck,  black  ond  one  color  . 
Double  Truck,  black  and  two  eolors 
Double  Truck,  black  and  three  eolors 


.  49,15 
,  92.35 
.  13B.5S 
.  73,45 
.  139,3Q 
.  203,60 


Any  advertisements  originating  in  a 
Sunday,  Wednesday,  or  Thursday  edition, 
may  be  repeated   (within   7  days)  m  a 


No  ad  of  less  than  40  column  inches 
accepted  in  color. 
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and  FM  Rate  Schedule 


"AM  &  FM  RATES 

I     Hquf  ..............,J30.2S 

J^'VIpup  -..JSJO 

Hour  9.65 

S    Minute   6.0S 

Spot— 60  Secendi   .3.05 

-Spot^lO  Seconds   2.40 

♦Shoftie  

•Minimum  6  per  daf  and  ^  minimum  af  EQ  '=horti:ei 
within  30  dayi  ef  efdeN  Ten  it eendi  in  length. 


LOCAL  9.R  —  iFFECTIVE  JUNE  I, 
'PER  MONTH  DISCOUNT' 
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Spot  Raft  . 

Prime  Time 

6:30  a.m. 

8:30  a.m. 

12  Noon  — 

hOO  p.m. 

60  secondi 
30  seconds  ^ 

5iQ0  p.m,  ^ 

6^00  p.nr, 

 $3J0 

3.00 

$  so  to  $100    ........  .2% 

$101  to  $IS0       .    ^  .  ^  ,  ..,,4% 

$151  to  $200  ..  ....   !  .....  6% 

$201  to  $250   8% 

$2SI  and  ovtr     ......  .....  10% 

Diicsunt  applisi  only  €h  Station  Ratei 
and  if  paid  by  tha  tOth  sf  the  msnth.  Appliei  ts  regular 
ipsti  end  pregriml  snly. 


■REMOTE  BROADCAST  RATES  — 

(On  Ppemlsiij 

All  Day  (9  to  12  a.m.  and 

I  toSp,mj  ........................ ....„$230,0Q 

9  to  12  a.m.  only  15.00 

1  to  S  p.m.  only  32.00 

maximum  ef  sli  minutes  per  houf  from 
remote  loeation. 


SPECIAL   PROSRAMS    AND  FEATURES. 

One  tfme-slgnat  hourly  each  day, 
per  month   

One  time-signal  altefnating  hours  each  day, 

per  month  ................   = 


RaUi  sn  requeit  on  OKLAHOMA  STATI 
,  ,1205,00       UNIVIRSITY    AND    STILLWATER  HISH 
SPORTS*  and  many  ethfr  Ipaclal  pragfami 
and   featurei,    inetyding   ihgrti  an-the.tpQ^ 
I  05,00  breadcaiti. 
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ADVERTISING  MEDIA 
UNIT  I 

ANSWERS  TO  ASSIGNMENT  SHEETS 

Assignment  Sheet  #1 

1.  Institutional  7.  Institutional 

2.  Promotional  8,  Institutional 

3.  Promotional  9.  Promotional 

4.  Institutional  10.  Promotional 

5.  Institutional  11.  Institutional 

6.  Institutional  12,  Promotional 
Assignment  Stieet  #2 

1.  S55.18 

2.  $1 95.95 

3.  a.  $494.10 
b.  $599.40 

J; 
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ADVERTISING  MEDIA 
UNIT  I 


TEST 


1,  '  Match  the  terms  on  the  right  to  the  correct  definitioni  by  placing  the  appropriate 
numbers  in  the  blanks  provided.  Terms  and  definitions  are  continued  on  the 
following  page. 

'   a.  Merchandise  sold  at  a  reduced  price  or 

even   at   a  loss  in  order  to  attract 
customers  into  the  store 

b.  Public  announcement  which  is  paid  for 
and  has  an  identified  sponsor 

c.  Card  containing  information  about  cost 
and  restrictions 

d.  Presentation  of  facts  which  may  be  free 
and  may  not  have  an  identified  sponsor 

 ^e.  Various     methods     of     giving  out 

information 

 ^f..  Advertising  which  mainly  attempts  to 

sell  specific  merchandise 

I  Advertising  done  by  local  businesses 


 ^h.  Advertising    used   primarily   to  build 

^     customer  goodwill  and  to  present  the 
store  as  a  good  place  to  shop 

 _i.   Advertising  In  which  the  cost  is  shared 

"     by    the     local     businegs    and  the 
manufacturer  or  supplier  ^ 

 J,   Advertising  done  on  a  nationwidt,^  level 

by  manufacturers  or  suppliers 

 k.  Radio   or  television   commercial  that 

ranges  from  10  to  60  seconds  in  length; 
usually  purchased  as  a  package  of  10,  20, 
or  30  advertisements 

L  Advertising  grouped  in  a  special  section 
of  a  newspaper  and  containing  mostly 
copy  with  very  few  illustrations 


1 , 

Advsrtislno 

budget 

2. 

Advertising 

agency 

3. 

Prime  time 

t  P^Hpr 

5. 

Advertising 

rate  card 

6. 

Media 

7. 

Local 

advertising 

advertising 

9. 

National 

advertising 

10. 

Institutional 

advertising 

11. 

Promotional 

advertising 

12. 

Publicity 

13. 

Advertising 

14. 

Spot 

announcement 

15, 

Network 
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16 

IVlQl  1 1 1           1 19L 

17. 

R.O.P, 

18. 

Column  inch 

19. 

Mllline  rate 

20. 

Cliiiified  ad 

 ^m.  National    organization    which  links 

television  and  radio  statians  together 

 n.  Cost  of  a  single  line  of  newspaper  space 

per  each  million  people  reached  by  the 
newspaper  circulation 

Op  List  of  prospective  customers 

p.  Method  of  measuring  and  paying  for 
some  newspaper  ads 

 q.  Advertisement   that   may    be  placed 

anywhere  in  the  newspaper  as  opposed 
to  specifying  a  particular  section  of  the 
newspaper  or  position  of  the  ad  on  the 
page 

r.  Estimate  of  the  amount  of  money  to  be 
spent  on  advertising  during  the  year; 
usually  based  upon  a  percentage  of  last 
yearns  sales 

 ^s.  Time  when  the  largest  number  of  peor'e 

listen  to  the  radio  or  watch  television 
and,  thus,  the  time  when  It  is  ^nnost 
expensive  to  advertise 

t.  Business  which  conducts  market  research 
and  plans  and  executes  .  advertising 
campaigns  for  firms  and  companies 

Select  from  the  following  list  the  goals  of  advertising  by  placing  an  "X"  In 
the  correct  blanks. 

a.  To  introduce  new  ideas,  products^  or  services 

 ^b.  To  sell  specific  goods,  services,  ideas,  or  companies 


G,  To  maintain  goodwill 

d.  To  attract  new  customers 

e.  To  balance  sales  volume  during  a  week  or  month  when  sales  are  lower 

f.  To  bring  customers  into  the  store 


Select  from  the  following  list  the  kinds  of  merchandise  to  advertise. 

a.  Slow  moving  merchandise 

b.  Timely  merchandise 
 ^c.   Reduced  items 

d.  New  items  and  styles 
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4.       Name  the  factors  which  determine  when  to  advertise, 
a- 

5*       List  one  advc  tage  and  one  disadvantage  under  each  of  the  media  given, 

a.  Newspaper 

1)  Advantage 

2)  Disadvantage 

b.  Magazine 

1 )  Advantage 

2)  Disadvantage 

c*     Direct  mail 

1)  Advantage 

2)  Disadvantage 

d.  Radio 

1)  Advantage 

2)  Disadvantage 

e,  Television 

1)  Advantage 

2)  Disadvantage 
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6.     Select  from  the  following  list  true  statements  about  the  various  forms  of 
advertising  media.  Place  an  "X"  in  the  correct  blanks. 

 a.  Table  tent  is  a  stand-up  card  placed  on  tables  in  restaurants 

b.  Shopping  news  is  a  newspaper  consisting  mainly  of  advertisements  and 
usually  distributed  free  of  charge 

c.  Car-card  advertising  is  advertising  placed  in  busses,  on  taxis,  in  airports, 
and  on  the  sides  of  automobiles 

 ^d.  Handbill  is  an  advertisement  distributed  door  to  door,  placed  on  parked 

cars,  or  placed  in  sacks  to  announce  grand  openings  and  special 
promotions 

e.  Outdoor  advertising  includes  billboards,  posters,  painted  walls,  and 
electrical  signs 

f.  Catalog  is  a  publication  printed  on  a  regular  basis  by  mail  order 
companies  or  on  special  occasions  for  a  particular  store  or  company 

g.  Directory  advertising  is  an  ad  placed  in  the  yellow  pages  of  telephone 
~     directories  covering  the  shopping  areas 

h.  Program  advertisir/g  is  very  profitable  as  it  results  In  immediate  sales 
^     as  well  as  building  goodwill 

I,   Specialty  advertising  is  special  advertising  done  exclusively  by  doorto- 
door  salespeople 
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ADVERTISING  MEDIA 
UNIT  I 


ANSWERS  TO  TEST 


1.  a.     4  .f.     11  k.     14  p.  18 

b.     13  g.     7  I.      20  q.  17 

c-     5  ,h.     10  m.    15  r.  1 

d.  12  i.     8  n.     19  s.  3 

e.  6  j.      9  o.     16  t.  2 

2.  a,  b,  c,  d,  e,  f 

3.  b,  c,  d 

4.  a.     Heavy  promotional  periods 

b-     Day  of  the  week  that  Is  best  for  the  type  of  store,  product,  and  customers 

5.  Any  one  of  ths  following  under  each  of  th©  categories' 

a.  Newspaper  , 

1)  Advantages 

a)  Is  widely  read 

b)  Is  relatively  inexpensive 

c)  Can  be  changed  relatively  quickly 

2)  Disadvantage  Has  a  short  reading  life 

b.  Magazine 

1)  Advantages 

a)  Adds  prestige  to  a  product  or  business 

b)  Can  get  effective  use  of  color 

c)  Has  a  long  reading  life 

d)  May  reach  a  select  audience 

e)  Is  a  good  medium  for  educating  consumers  about  a  product 
or  service 


Dbi9 


2)  Disadvantages 

a)  Is  relatively  expensive 

b)  May  waite  circulation  unless  businesses  trading  area  is  quite 
large 

c)  Is  not  easy  to  change  on  short  notice 
Direct  mail 

1 )  Advantages 

b)     Has  direct  and  personal  appeal  to  one  group 

b)  May  be  used  to  make  immediate  sales  by  enclosing  an  order 
blank 

c)  Is  relatively  inexpensive  if  special  postal  rates  can  be  obtained 

2)  Disadvantages 

a)  Requires  that  the  mailing  list  be  constantly  revised 

b)  May  be  ignored  by  some  people  as  merely  '"junk"  mall 

Radio 

1)  Advantages 

a)  Suited  for  products  of  general  demand  because  of  large 
diversifiid  audience 

b)  Can  be  changed  relatively  easily 

c)  Can  be  repeated  frequently 

d)  Is  relatively  inexpensive 

2)  Disadvantages 

a)  May  waste  coverage  on  many  people  who  are  not  potential 
customers 

b)  Is  not  suited  for  products  that  must  be  seen  to  develop 
customer  interest 

Television 

1)  Advantages 

a)     Has  a  large  diversified  audience 
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b)  Is  good  for  nationil  advertising 

c)  Adds  prestige  to  a  product  or  business 

d)  Is  easy  to  show  demonstration  of  a  product 
2)       Disadvantage-^ls  eKpeniive 

b,  c,  d,  e,  f ,  g 
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ADVERTISING  LAYOUT 
UNIT  II 

UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  student  should  be  able  to  construct  a  rough  draft  of 
an  ad  layout  and  judge  whether  an  ad  will  be  an  effective  selling  instrument.  He/she  should 
be  able  to  answer  questions  about  the  parts  of  an  ad,  the  location  of  an  ad  in  the  newspaper, 
color,  layout  design,  focal  points,  sale  ads,  and  the  stages  in  developing  ad  layouts.  This^ 
knowledge  will  be  evidenced  by  scoring  eighty-five  percent  on  the  unit  test. 

.    SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

T       Match  terms  associated  with  advertismg  layout  to  the  correct  definitions. 

2.  List  the  major  parts  of  an  advertising  layout. 

3.  Select  from  a  list  true  statements  about  the  characteristics  of  a  good 
headline. 

4.  Select  from  a  list  purposes  of  subheadings. 

5.  Select  from  a  list  true  statements  about  the  characteristics  of  good  copy. 

6.  Select  from  a  list  true  statements  about  illustrations. 

1 .       Select  from  a  list  factors  which  determine  the  best  location  for  an  ad  in 
the  newspaper. 

8.  Name  factors  to  remember  when  selecting  color  for  an  ad. 

9,  List  ways  to  assure  wise  use  of  white  space  in  an  ad. 

10.  Select  from  a  list  true  statements  about  layout  design. 

11.  Identify  the  main  focal  point  of  an  illustration. 

12.  Match  stages  in  developing  ad  layouts  to  descriptions  of  each. 

13.  Select  from  a  list  true  statements  about  a  sale  ad, 

14.  Construct  an  ad  layout, 

15.  Judge  an  ad  layout. 
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ADVERTISING  LAYOUT 
UNIT  II 

SUGGESTED  ACTIVITIES 

L  Teacher^Coordinator; 

A.  Give  pretest  using  objective  shnet. 

B.  Provide  student  with  objective  sheet, 

C.  Provide  student  with  information  and  assignment  sheets. 

D.  Make  transparencies. 

Discuss  unit  and  specific  otajectives. 

F. :     Discuss  information  and  assignment  sheets. 

G.  Gather  examples  of  advertisements  showing  the  principles  covered  in  this 
unit. 

H.  Provide  periodicals  for  students  to  find  examples  of  the  principles  covered 
in  this  unit,  particularly  in  recognizing  the  use  of  benefits  and  buying 
motives. 

I.  Cut  parts  of  an  ad,  such  as  the  illustrations  and  logotypes,  out  of  magazines 
and  newspapers  for  the  students  to  arrange  in  a  pleasing  layout. 

J.  Reproduce  DECA  ad  layout  sfieets  or  request  them  from  the  state  DECA 
advisor. 

K.    Obtain  slick  books  from  newspaper  or  printing  office. 

L.     Give  test. 

M.    Reteach  if  necessary. 

N.    Test  again  until  minimum  standard  Is  reached.  ,  .  , 

II.  Student: 

A.     Read  objective  sheet. 
Study  information  sheet. 

C.  Take  notes.  ' 

D.  Complete  assignment  sheets. 

E.  Take  test(sj. 

0  u  3 


INSTRUCTIONAL  MATERIALS 


Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 

C.  ^  Traniparency  masters 


1. 

TM 

1  --Logotypes 

2. 

TM 

2"Sample  Page  from  a  Specimen  Book 

3. 

TM 

3-Omnibus  Advertising 

4. 

TM 

4'^-Mat  or  Matrix 

5. 

TM 

5-Balance 

6. 

TM 

6--Expreisivfc  Lettdring 

7. 

TM 

7-Major  Parts  of  an  Advertising  Layout 

8. 

TM 

B-Too  Many  Headlines 

9. 

TM 

9-11  lustrations  Direct  Attention  to  the  Messi 

10. 

TM 

10-^White  Space 

11. 

TM 

11 --Panel  Forms 

19 

TM 

1  IVI 

1  ^--Pniir-^Pnint  Prinrlnip 

13. 

TM 

13-Layouts  from  Simple  Shapes 

14. 

TM 

14"Layout$  from  Simple  Shapes  (Continued) 

15. 

TM 

15-'Proportlon 

16. 

TM 

1  B-Proportjon  (Continued) 

17. 

TM 

17-'Attention'Getters 

18. 

TM 

18"Focal  Points 

19. 

TM 

19"Focal  Point  Used  in  Layout 

20. 

TM 

20-Development  Stages 

21. 

TM 

21-*Development  Stages  (Continued) 

594 


DE  II 


-  51=F 


D.  Assignment  sheets 

1,  Assignment  Sheet  #1-=Construct  an  Ad  Layout 

2,  Assignment  Sheet  #2--Judge  an  Ad  Layout 

E.  Test 

F.  Answers  to  test 
IL  References: 

A.  Nolan,  Carroll  A,,  and  Warmke,  Roman  F,  Marketing,  Safes  Promot/on,  and 
Advertismg.  7th  ed.  Dallas:  South^Western  Publishing  Co.,  1965. 

B.  Ocko,  Judy  Young,  Retail  Advertising  Copy:  The  How,  The  What,  Ttw 
Why,  New  York;  National  Retail  Merchants  Association,  1975. 

C.  Nelson,  Roy  PauL  77?^  Design  of  Advertising^  Dubuque,  Iowa:  William  C. 
Brown  Co.,  1972. 

D.  Samson,   Harland   E,  Advertising  and  Displaying  Merchandise.  Dallas: 
South^Western  Publishing  Co,,  1967. 

Richert,  Henry  G.;  Meyer,  Warren  G.;  Haines,  Peter  G.;  and  Harris,  Edward 
G.  Retailing  Principles  and  Practices.  6th  ed,  Dallas:  Gregg 
Division/McGraw-Hill  Book  Co.,  1974. 
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ADVERTISING  LAYOUT 
UNIT  II 


INFORMATION  SHEET 


(NOTE:  The  information  in  this  unit  Is  rilated  to  newspapers  since  newspapers  are  the 
niedia  most  frequently  used  by  retailers.  Students  should  realize  that  they  may  find  good 
ads  which  have  exceptions  to  some  of  the  rules  stated  here,  A  good  ad  is  judcied  by 
its  overall  effect,) 

L    Terms  and  definitions 

A.  Layout-Arrangement  of  copy  and  illustrations  on  the  printed  page 

B.  Copy-Words  and  printed  material  on  an  advertisement 

C.  White  space-Unprinted  areas  within  the  borders  of  an  advertisament 

D.  Logotype  (signature  cut)--Name  or  symbol  of  the  store  or  company 
(Transparency  1) 

(NOTE:  This  is  usually  placed  at  the  bottom  or  upper  left  of  an  adJ 

E.  Slick  book  (clip  art)--Book  supplied  by  printing  shops  and  newspapers  from 
which  advertisers  may  select  illustrations  of  all  sizes  and  brand  names 
(Transparency  2) 

Examples:       16  oz  bottle  of  Crisco  oil,  24  oz  bottle  of  Crisco  oil 
16  Qz  bottle  of  Mazola  oiL  24  oz  bottle  of  Mazola  oil 

F.  Omnibus  advertising^^Advertisement  that  contains  a  variety  of  unrelated 
items  (Transparency  3) 

G.  Proof^^Copy  of  an  advertisement  which  is  given  to  the  advertiser  to  be 
checked  for  errors  before  being  printed 

H.  IVlat  (matrix)"Papier-mache  mold  often  furnished  by  a  company  or 
manufacturer;  used  to  engrave  some  advertisements  (Transparency  4) 

I.  Focal  point'^Spot  within  a  rectangle  where  the  eye  naturally  pauses 
(Transparencies  18  and  19) 

J.     Optical  center-Point  a  little  above  the  actual  measured  center 

(NOTE:  If  the  ad  is  placed  in  the  actual  measured  center  rather  than  the 
optical  center,  the  aJ  will  appear  out  of  proportion,) 


INFORMATION  SHEET 


K,  Formal  batance-Elements  spaced  evenly  on  both  sides  of  an  ad 
(Transparency  6) 

(NOTE:  This  type  of  balance  gives  a  feeling  of  calmness  or  dignity.) 

L.  Informal  balance-Elements  are  not  the  same  on  both  sides  but  balance  is 
obtained  by  varying  the  distance  of  the  larger,  heavier  elements  from  the 
center  (Transparency  5) 

(NOTE;  This  type  of  balance  gives  a  feeling  of  force,  movement,  surprise, 
or  excitement.  To  test  the  balance  of  an  ad  look  at  it  in  a  mirror  or  turn 
it  upside  down.) 

M.    Type  face--Style  of  letters  (Transparency  6) 

IL    Malor  parts  of  an  advertising  layout  (Transparency  7) 


A. 

Headline 

B. 

Subheading 

C. 

Copy 

D. 

Illustration 

E. 

White  space 

F. 

Border 

G. 

Type  face 

H. 

Logotype 

111,    Characteristics  of  a  good  headline 

(NOTE:  The  headline  determines  approximately  75%  of  the  effectiveness  of  an 
ad.) 

A.    Catches  prospective  customer's  attention 

»    (NOTE:  An  ad  has  only  approximately  three  seconds  to  catch  a  reader's 
attention  as  he/she  thumbs  through  the  newspaper.) 

1.  Stresses  "you"  and  "yours" 

2.  Arouses  curiosity 

3.  Sounds  like  exciting  news 


597 


DE  II  '  5B'F 


INFORMATION  SHEET 


B.  Leads  prospective  customer  to  read  the  rest  of  the  ari  - 

1.  Indicates  the  content  of  the  ad' 

(NOTE:  Avoid  making  the  headline  too  cute.  Clever  slogans  are 
fine  for  national  manufacturers  who  want  their  name  to  be 
remembered  and  their  products  purchased  sometime  somewhere. 
However,  a  local  store  doing  the  advertising  wants  to  seii  spe- 
cific merchandise  immediately.  Therefore,  the  headline  should 
give  a  clue  to  the  type  of  merchandise  and  content  of  the 
ad.) 

2.  Stresses  customer  benefits 

(NOTE:  Some  advertisers  recommend  that  the  name  of  the 
product  or  brand  name  not  be  used  alone  as  the  headlinej 

3.  Appeals  to  customer's  buying  motives 

C.  Is  always  honest 

(NOTE:  Dramatize  but  don't  exaggerate  your  product/) 

D.  Is  easy  to  read 

1.  Write  in  straight  lines  with  the  words  reading  from  left  to  right 

(NOTE:  Studies  show  that  this  type  of  headline  is  more  effective 
than  a  headline  which  is  verticah  slanted,  or  backwards,) 

2.  Avoid  the  need  for  punctuation  within  the  headline 

(NOTE:  Punctuation  should  be  used  in  the  copy.  However,  the 
need  for  punctuation,  other  than  an  occasional  exclamation  point 
.      or  question  mark  at  the  end  of  thu  fieadline,  should  be  avoided,) 

3*       Avoid  hyphenated  words 

4.  Avoid  using  white  letters  on  a  black  background  too  frequently 
(NOTE:  This  is  sometimes  called  a  negative  or  reverse,) 

5.  Avoid  using  too  many  headlines  (Transparency  8) 

E.  Is  timely  - 

(NOTE:  Use  words,  phrases,  and  ideas  that  are  currently  popular  from 
books,  movies,  and  current  events.) 
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INFORMATION  SHEET 
Uses  action  verbs 

EKamples:       "Revel  in  a  Bath  of  Imported  Oils" 

"Collect  This  Set  of  Fine  Crystal  Glassware  for  Your  Dining 
Pleasure" 

"Savor  the  Flavor  of  Homemade  Biscuits" 

G,  Uses  persuasive  selling  words 

Examples:  You,  money,  save,  new,  free,  friend,  results,  health,  easy, 
safety,  quick,  now,  love,  discovery,  proven,  guarantee,  proud, 
bargain 

(NOTE:  Research  has  shown  these  words  to  be  especially 
effective  for  triggering  action.) 

H,  Is  easily  recognized  as  the  store's  ad  before  seeing  the  logotype  because  of 
the  ad's  entire  effect  or  style 

(NOTE:  Many  of  the  above  points  apply  throughout  the  ad,  as  well  as 
to  the  headline^ 

IV.  Subheading 


A, 

Breaks  monotony 

B. 

Explains  the  headline  further 

C. 

Gives  clues  to  the  main  points  cove 

red 

in  each  block  of  copy 

D, 

Helps  the  reader  choose  those  parts 

of 

the  ad  in  which  he/she  is  most 

interested 

V.    Characteristics  of  good  copy 

(NOTE:  Read  the  ad  as  a  customer  who  has  never  seen  the  ad  before.  Then 
ask  yourself,  "Is  it  too  wordy  and  do  the  sentences  follow  a  logical  order?") 

A.  Gives  the  reason  for  buying  the  product  (buying  motives  and  customer 
benefits) 

B.  Gives  the  reason  for  shopping  in  the  store 

C.  Urges  the  reader  to  buy  now 

Examples:  "Limited  supply" 
"This  week  only" 
"Enclosed  coupons" 
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INFORMATION  SHEET 

D,  Avoids  cliches 

Examples:        "Tried  and  true" 

"Last  but  not  least"  . 

E,  Avoids  abi./reviations 

F,  Uses  specific  descriptions 

Excimples:       Don't  say  you're  easy  to  get  to,  show  a  map 
Don't  say  you  have  the  best  brands,  list  them 

G,  Includes  important  store  information 

Examples:       Address,  telephone   number,  credit  cards  accepted,  free 
parking 

H,  Sounds  enthusiastic 
L      Is  informative 

J.     Is  fun  to  read 

K,     Does  not  use  too  fviany  kinds  of  type  face 
L,     Uses  mostly  complete  sentences 
M.    May  begin  with  bold  letters  - 
I  Nustrations 


(NOTE:  The  advertiser  should  ask  whether  a  larger  picture  or  more  copy  would 
sell  the  merchandise  better.) 

A.  Present  merchandise  effectively 

B.  Guide  the  reader's  attention  to  the  advertising  message  (Transparency  9) 

C.  Should  have  all  related  items  priced 

Example:  If  a  dinette  set  includes  only  a  table  and  chairs  but  a 
matching  china  closet  is  shown  in  the  background  of  the 
illustration,  the  china  closet  should  be  priced  separately  to 
avoid  confusion  and  accusations  of  false  advertising 

D.  May  be  the  dominant  attention^getter  for  the  ad 
Examplis:       Action  pictures,  photographs  of  local  people 
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VII,    Location  of  the  ad  in  the  newspaper 

A.  Outside  edge  of  page 

(NOTE:  It  is  easier  to  see  when  the  reader  is  just  thumbing  through  the 
newspaper.) 

B.  Next  to  reading  materia! 

Example:        Restaurant  ad  may  be  most  effective  next  to  the  movie 
advertisements 

C.  In  a  particular  section  of  the  newspaper  that  is  widely  read  by  prospective 
customers 

Example:        Ads  appealing  primarily  to  men  may  be  most  effective  in 
the  sports  section 

VI I L  Color 

A.     Use  only  if  It  dramatizes  the  merchandise  and  increases  sales  enough  to 
justify  the  additional  cost 

Use  only  the  purest  and  brightest  colors 

(NOTE:  Red  is  one  of  the  most  effective  colors  to  use  in  an  ad.) 
(X.    White  space 

(NOTE:  A  lot  of  white  space  gives  ^  feulmg  of  luxury  or  prestige.  A  lot  of 
black  print  gives  more  of  a  feeling  of  bar  sins,) 

A.  Indent  from  the  thin  column  border  before  beginning  the  ad's  border 
(Transparency  10) 

B.  Use  simple  panel  forms  to  help  group  information  (Transparency  11) 

C.  Allow  elements  of  the  layout  to  touch  the  boundry  only  once  on  each 
of  the  four  sides  (Transparency  12) 

X.    Layout  designs 

A.    Should  direct  the  eye  smoothly  from  the  top  of  the  ad,  through  the  center, 
and  to  the  bottom  of  the  ad 

(NOTE:  White  space,  lines,  direction  the  illustration  is  facing,  and  copy 
help  the  eye  to  flow  through  the  ad.) 

B     Often  follow  the  shapes  of  letters  of  the  alphabet  (Transparencies  13  and 
14) 

Examples:       S,  C,  Z,  J,  1.  S,  A,  H,  L,  0,  T,  U,  K 
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C.  Should  keep  each  element  of  the  ad  in  proportion  and  harmony  with  the 
other  elements  (Transparencies  15  and  16) 

D.  May  use  attention-getters  (Transparency  17) 

XL    Determining  main  focal  point  (Transparencies  18  and  19) 

A.  Draw  a  diagonal  line  connecting  the  upper  left  corner  and  the  lower  right 
corner 

B.  Draw  a  line  from  the  upper  right  corner  to  meet  the  diagonal  line 

e.     Divide  each  side  of  the  ad  into  three  parts  for  an  alternative,  quick, 
approximate  position  of  the  focal  points 

XII.    Stages  In  development  of  ad  layout  (Transparencies  20  and  21) 

A.  Thumbnail  sketch-Small  outline  with  a  few  lines  and  shapes  to  show  the 
placement  of  the  headline,  copy,  illustration,  and  logotype 

B.  Rough  draft-Best  thumbnail  sketches  enlarged  and  drawn  a  number  of  times 
until  ail  the  elements  are  the  exact  size  and  position 

C    Comprehensive  (sometimes  called  "semi-comprehensive"  or  "semi-comp")-- 
Traced  from  the  rough  layout  with  enough  detail  added  to  show  how  the 
■  finished  advertisement  will  look 

XIII.    Sale  ad 

A.    Should  sell  savings  and  merchandise 

(NOTE:  You  are  not  selling  the  price  alone,  but  you  are  selling  merchandise 
at  a  price.  Therefore,  show  the  customers  that  they  are  getting  more  than 
their  money^s  worth  by  purchasing  the  merchandise  during  the  sale.) 

8.    Should  give  a  reason  for  the  sale 

Examples:       Anniversary,     special     purchase    from    an  overloaded 
manufacturer,  season  clearance,  pre-inventory  sale 

C.  May  emphasize  price  or  the  savings  by  comparing  the  sale  price  to  the 
original 


602 


DE  11  =  65-F 


Omnibus  Advertising 


jongHfs  Power  Mower 

Briggs  & 
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Engine 
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Otasco 
Credit 
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TM  3 


Mat  or  Matrix 


Si 


Expressive  Lettering 


Major  Parts  of  an  Advertising  Layout 


Too  Many  Headlines 


THE  TRYAD  ART  GALLERIES 

ESTABLISHED  1827 
TRYAD  and  COMPANY,  INC. 

Denver  and  Canton  StreetS;  Chicago^  Illinois 
A  Very  Wonderful  Assemblage  of 


i 


INCLUDING  MANY 


in  m  m  m  m 

The  Hainon  Tokayan  Collection 
WILL  BE  SOLD  AT  PUBLIC  AUCTION 


Afternoon  Sessions  at  2;30  P.  M, 
Evening  Sessions  at  7:45  P.  M. 

CONTINUOUS  EXHIBITION 


Illustrations  Direct  Attention  to  the  Message 


Right  Wrong 


lite  Space 


Hints  That  Help  in  Assoring  Wlilte  Space' 


.Hairliiie  or  'Coluinn'  B 
.'Indented  Space 
.Outer  'Border'  of  Ad 


Panel  Forms 


Four-Point  Principle 


....Elements  of  Layout  are  Allowed  to  Touch  the 
Boundary  Only  Once  on  Each  of  the  Four  Sides 


621 


* 


ERIC 


The  area  is  divided 
into  two  equal  parts 
by  a  horizontal  line. 
The  line  may  be  a 
drawn  border  or 
white  space. 


The  area  is  divided 
into  two  equal  vertical  , 
parts.  Often  the  illustration 
is  on  one  half  and  the  other 
elements  an  on  the  other 
ai 


The  ad  is  divided  by 
about  1/5  and  4/5. 
This  is  used  when  relat 
items  can  go  with  a 
major  item  featured, 


A  horizontal  line  at  A  diagonal  line  divides  Several  vertical  and 

either  top  or  bottom  the  space  into  halves,  horizontal  lines  are 

makes  a  division  of  This  is  used  when  drawn  to  make  6,  B, 

about  1/4  and  3/4.  illustrations  are  tall.  12,  or  more  areas, 

A  bottom  division  is  This  is  used  in  omnibus 

usually  preferred.  advertisements 


include  many  items 
that  may  not  be 
related. 


0 


CD 

t 


Here  We  Use  the  Primaiy  Focal  Point  to 
Begin  the  Development  of  a  Reverse  S  Cowe 
•  Tims  leaig  tlie  Eye  Naturally  Tlirougli  the 


Development Stages 


Development  Stages 

(Continued) 


Comprehensive  Layout 


99!S^-SSSf™:"'^' ,    .    UNIT  II  ■ 

'^v"5K\- '  ASSIGNMENT  SHEET  #1"C0NSTRUCT  an'  AD  LAYOUT 

'      iMake  a  rough  draft  of  an  ad  layout  using  the  DiCA  ad  layout  sheets  provldid.  You 
<i^A'fv  "'®y  advtrtlse  your  business  and  your  products  and/or  use  the  products  and  illustrations 
^»^4^.u|ncjuded  in  this  assignment.  You  may  combir  a  several  products  In  one  ad  If  desired. 
.; 

S.-^V.-J,.jNOTE:  The  accompanying  illustrations  for  the  copy  below  will  be  found  on  the  foMowing 

Ifs. ^'  Electric  range-30  Inchis  wide;  oven  light;  oven  window;  lift-up  cook  top  for 
l^tVs*  ^^^y  cleaning;  food  warmer;  clock;  one-hour  timer;  storage  drawer;  broiler;  white, 

avocado,  or  gold  colors;  $309.95  (Figure  1) 

.'■i'l'     •    '     1  "  : 

^J:i,„  .  -2,       Recliner.-Browr!_;or,,gQld.  vinyl;  $91 .95  {Figure.  2)  ,       .  , 

3.    "  Electronic  calculator-Large  1/2  inch  numbers;  1 2  digits;  four  memory  keys;  black 
plastic;  leather-Iook  side  panels;  full  one-year  warranty;  $69.85  (Figure  3) 


4.  Eight  piece  Coming  Ware  cOQkware  set--Set  includes  1  qt  saucepan,  skillit,  4 
qt  ^ucepan,  4  qt  iaucepot,  four  Pyrex  glass  covers;  SS4.80;  black  handle  fits 
all  pans;  $4.50  (Ffgure  4) 


5.  Turtleneck  pullovers-Back  zipper  opening;  rib-knit  acrylic;  machine  waihabre; 
sizes  34-42;  pink,  orange,  navy  blue,  white,  brown/ red /green;  $4.99  {Figure  5) 

6.  Tailored  $lip--Anti-cling  tricot;  front  shadow  panel;  cord-stitching  trim;  adjustabie 
straps;  machine  washable;  white;  $6.00  (Figure  8) 

7.  Men's  pileMined  poplin  coat-Qullted  sleeve  lining;  dry  clean  only;  sizes  38-46; 
$29,88  regular  price;  on  sale  for  $19.88  (Ffgure  7) 


8.       Men's  boots--Full-grain  glove  leather  upper;  oil-resistant,  nonmarklng  rubber  sole; 
I^X'  fully  leathar  lined;  steer  shank  for  firm  arch  support;  leathir  puH  straps;  1 1 

'  '  inches  high;  sizes  7-14;  all  D  width;  black  or  brown  colors;  $30.97  (Figure  8) 


9.     .  Women's  casual  shoe-Hand-sewn^^  1  1/2  inch  high  wedge  heel;  crepe  rubber  sole 
and  heel;  brown,  black,  tan,  or  navy  colors;  $12,95  (Figure  9) 

10.       Socks-Ribbed  nylon;  one  size  fits  sizes  8  1/2-11;  green,  navy  blue,  red,  white, 
black,  or  brown  colori;  $.87  a  pair  or  3  pair  for  $1.25  (Figure  10) 
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ADVERTISING  LAYOUT 
UNIT  II 


iSIGNMENT  SHEET  #2-JUDGE  AN  aD^i^AYOUT 

^pPpftflS^?^^  your  ad  layout,  ask  your  claiimates  to  judge  the  attractiveness  and 

^^^^I^Mles-^bility''  of  the  ad  using  the  rating  sheet  below.  The  m'mQ  sheet  may  also  be  used 
'^^ftll^^Stprj^  ads  brought  to  class  for  discussion. 


Ml''- 


RATING  SHEET 


High 
Degree 

Midium 
Degree 

Low 
Degrie 

f -. 

:  Is  the  id  centered  at  its  optical  center? 

2* 

Is  the  ad  balanced? 

3. 

Will  it  catch  the  customer's  attention? 

4! 

Does  it  stress  ''you"  and  "yours"? 

5. 

Does  the  headline  cause  the  customer  to  want  to 
read  the  rest  of  the  ad? 

6. 

Does  the  layout  direct  the  eye  smoothly  from  the 
top  of  the  ad,  through  the  center,  and  to  the 
bottom  of  the  ad? 

7. 

Does  the  ad  appeal  to  customer's  buying  motives? 

8. 

Does  the  ad  sell  customer  benefits? 

9, 

Is  it  easy  to  read? 

10. 

Is  It  timely? 

11. 

Does  It  use  action  verbs  and  other  persuasive  selling 
words  wisely? 

12.  / 

Does  its  style  make  it  easily  recognized  as  the 
store's  ad  before  seeing  the  logotype? 

13. 

*Does-it- contain  all  necessary  store  informatioh? 

14. 

Does  it  urge  the  customer  to  buy  now? 

15. 

Does  it  give  a  reason  for  shopping  In  the  store? 

640 
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ASSIGNMENT  SHEET  #2 


High 
Degree 

Medium 

Degree 

Low 
Degree 

SI  Si-'      Does  the  ad  uit  specific  descriptions? 

<T'7r '     Are   the  type  faces  eKpressive  without  being 
;  ,  V  distracting? 

18. 

Do  the  illustrations  guide  the  reader's  attention  to 
the  message? 

19. 

Is  white  space  used  wisely?  ' 

20. 

Is  each  element  of  the  ad  in  proportion  and 
harmony  with  the  other  elements? 

21. 

Are  attention-getters  used? 

22. 

Are  the  focal  points  used  wisely? 

23. 

Does  it  sell  the  product(s)  or  the  store? 

a4D 
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UNIT  II 


TEST 


Match  the  terms  on  the  right  to  the  correct  definitions  by  placing  the  appropriate 
numbers  In  the  blanks  provided.  I 


a. 

Arrangement  of  copy  and  illustrations 

1. 

Informal 

on  the  printed  page 

balance 

b. 

Words   and   printed   material   on  an 

2. 

Formal 

advertisement  /^          . ^  i  . 

balance 

c. 

Elements  are  not  the  same  on  both  sides 

'\  3. 

Layout 

but  balance  Is  obtained  by  varying  the 

distance  of  larger/  heavier  elementi  from 

4, 

Copy 

the  center 

'  5. 

White  space 

d. 

Elementi  spaced  evenly  on  both  sides  of 

an  ad 

6. 

Focal  point 

e. 

Spot  within  a  rectangle  where  the  eye 

7. 

Logotype 

naturally  pauses 

(signature  cut) 

f. 

Point  a  little  above  the  actual  measured 

8. 

Mat  (matriK) 

center 

9. 

Proof 

9^ 

Papier-mfchfe  mold  often  furnished  by  a 

company    or    manufacturer;   used  to 

10. 

Omnibus 

engrave  some  advertisements 

advertising 

h. 

Copy  of  an  advertisement  which  is  given 

11. 

Optical 

to  the  advertiser  to  be  checked  for  errors 

center 

before  being  printed 

12, 

Slick  book 

h 

Unprinted  areas  within  the  borders  of  an 

(clip  art) 

advertisement 

'  13. 

Type  face 

Name    or   symbol    of   the   store  or 

company 

k. 

Advertisement  that  contains  a  variety  of 

unrelated  Items 

L 

Book  supplied  by  printing  shops  and 

newspapers  from  which  advertisers  may 

select  illustrations  of  all  sizes  and  brand 

names 

Style  of  letters 
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List  the  major  parts  of  an  advertising  layout, 

a. 

b, 

c. 

d. 

e. 

t 

h, 

Select  from  the  following  list  true  itatementi  about  the  characteristics  of  a  good 
headline.  Place  an  "X"  In  the  correct  blanks. 

 a.  Catches  prospective  customer's  attention 

I        r*.  -    ii  ■  It     II  li     M  II 

 ^b.  Stresses    I,      me,  my 

c.  Arouses  curiosity 
 d.  Sounds  like  exciting  news 


e.  Leads  prospective  customer  to  read  the  rest  of  the  ad 

^f.  Does  not  need  to  indicate  the  content  of  the  ad 

g,  Stresses  customer  benefits 

^h.  Appeals  to  customer's  buying  motives 

J.  Is  always  honest 

J.  Is  easy  to  read 

k.  Is  written  In  straight  lines  with  the  words  reading  from  left  to  right 

_L  Includes  complete  punctuation 

m.  May  use  hyphenated  words 

n,  Uses  white  letters  on  a  black  background  quite  frequently 

0,  Uses  several  headlines  In  an  ad 


DE  II 


 _p.  Is  timely 

Uses  action  verbs 

Uses  periuaiive  selling  words 

s.   Is  easily  recognized  as  the  store's  ad  before  seeing  the  logotype  because 
of  the  ad's  entire  effect  or  style 

Select  from  the  following  list  purposes  of  subheadings,  Place  an  "X"  in  the 
correct  blanks. 

a.  Breaks  monotony 

b.  Explains  the  headline  further 

Gives  clues  to  the  main  points  covered  in  each  block  of  copy 

d.  Helps  the  reader  choose  those  parts  of  the  ad  in  which  he/she  Is  most 
interested 

Select  from  the  following  list  irua  statements  about  the  characteristics  of  good 
copy*  Place  an  "X"  in  the  correct  blanks, 

a.  Gives  the  reason  for  buying  the  product  (buying  motives  and  customer 
benefits) 

b.  Gfves  the  reason  for  ihopping  in  the  store 

c.  Urges  the  reader  to  buy  now 

d.  Uses  many  common  cliches 

e.  Uses  many  abbreviations  to  conserve  space 

f.  Uses  specific  descriptions 

g.  Includes  important  store  information 

h.  Sounds  enthusiastic 
 i.  Is  informative 

j.  Is  fun  to  read 

k.  Uses  many  different  kinds  of  type  faces 

 \,  Uses  mostly  incomplete  sentences 

 __m,  May  begin  with  bold  letters 
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Select  from  the  following  list  true  statements  about  illustrations, 
a.  Present  merchandise  effectivelv 


b.  Guide  reader's  attention  to  the  advertising  message 


c.  Should  have  all  related  items  priced 


 ^d.  May  be  the  dominant  attentlon^getter  for  the  ad 

Select  from  the  following  list  factors  which  determine  the  best  location  for  an 
ad  in  the  newspaper.  Place  an  "X"  in  the  correct  blanks. 

a.  Inside  edge  of  page 


b.  Next  to  reading  material 


c.  In  a  particular  section  of  the  newspaper  that  is  widely  read  by 
prospective  customers 

Name  the  factors  to  remember  when  selecting  color  for  an  ad, 

a. 

b. 

List  ways  to  assure  wise  use  of  white  space  in  an  ad. 

a. 

b, 

c* 

Select  from  the  following  list  true  statements  about  layout  design.  Place  an  "X" 
in  the  correct  blanks. 

a.  Should  direct  the  eye  smoothly  from  the  top  of  the  ad;  through  the 
center,  and  to  the  bottom  of  the  ad 

b.  Often  follow  the  shapes  of  letters  of  the  alphabet 


c.  Should  keep  each  element  in  the  ad  In  proportion  and  harmony  with 
the  other  elements 

d.  May  use  attention-getters 
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Identify  the  main  focal  point  on  the  following  diagram  by  placing  an  "X"  on 
the  correct  spot.    ■ 


Match  the  stages  in  developing  an  ad  layout  on  the  right  to  their  correct 
descriptions.  Place  the  appropriate  numbers  in  the  blanks  provided. 


1. 
2. 


Rough  draft 

Thumbnail 
sketch 

Comprehensive 
(semi-comprehensive 
or  semi-comp) 


a.  Best  thumbnail  sketches  enlarged  and 
~^     drawn  a  number  of  times  until  all  the 

elements  are  the  exact  size  and  position 

b.  Traced  from  the  rough  layout  with 
^     enough  detail  added  to  show  how  the 

finished  advertisement  wilt  look 

c.  Small  outline  with  a  few  lines  and  shapes 
~"     to  show  the  placement  of  the  headline, 

copy,  illustration,  and  logotype 

Select  from  the  list  below  true  statements  about  a  sale  ad.  Place  an  "X"  in 
the  correct  blanks. 

a.  Should  stress  savings  alone 

b.  Need  not  give  a  reason  for  the  sale 

c.  May  emphasize  price  or  the  savings  by  comparing  the  sale  price  to 
"  the  original 

Construct  an  ad  layout. 

Judge  an  ad  layout. 

(NOTE:  If  activities  14  and  15  have  not  been  accomplished  prior  to  the  test, 
ask  your  DE  teacher-coordinator  when  they  should  be  completed.) 
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ANSWERS  TO  TEST 


3 


f. 


11 


7 


4 


g 


8 


10 


h 


9 


12 


2 


1, 


5 


m,  13 


6 

Headline 

Subheading 

Copy 

Illustration 
White  space 
Border 


Type  face 

Logotype 
c,  d,  e,      h,  i,  j,  k,  p,  q,  r,  s 
b,  d 

b,  c,  d 


Use  only  if  it  dramatizes  the  merchandise  and  increases  sales  enough  to 
justify  the  additional  cost 

Use  only  the  purest  and  brightest  colors 

Indent  from  the  thin  column  border  before  beginning  the  ad's  border 

Use  simple  panel  forms  to  help  group  information 

Allow  elements  of  the  layout  to  touch  the  boundry  only  once  on  each 
of  the  four  sides 
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10.  a,  b,  c,  d 
11. 


1 

'  12.       a.  1 

b.  3 

c.  2  - 

13.  c 

14.  Evaluated  to  the  satisfaction  of  the  teacher-coordinator 

15.  Evaluated  to  the  satisfaction  of  the  teacher-coordinator 
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MERCHANDISING 
UNIT  I 

UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  student  should  be  able  to  list  factors  to  consider  before 
buying  merchandise  for  resale  and  select  from  a  list  items  used  to  analyze  a  business's 
performance.  The  student  should  also  be  able  to  arrange  in  order  the  steps  in  taking  a 
physical  inventory  and  to  compute  average  inventory.  He/she  should  be  able  to  compute 
basic  business  math  problems  related  to  stock  turnover,  stock^sales  ratio,  pricing, 
open^to^buy,  discounts,  and  shipping.  He/she  should  be  able  to  complet^^  a  profit  and 
loss  statement  and  list  categories  of  operating  expenses  for  a  business.  This  knowledge 
will  be  evidenced  by  a  score  of  eighty  five  percent  on  the  unit  test. 

SPECIFIC  OBJECTIVES 

After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  merchandising  to  the  correct  definitions. 

2.  Distinguish  between  operations/merchandising  duties  and  sales  promotion 
duties  in  a  business. 

3.  List  factors  to  consider  before  buying  merchandise  for  resale. 

4.  Select  from  a  Tist  iteros  used  to  analyze  a  business's  performance, 

5.  Compute  inventory  using  retail  prices  and  cost  codes, 

6.  Arrange  In  order  the  steps  In  taking  a  physical  inventory, 

7.  Define  types  of  perpetual  inventory  systems, 

8.  Compute  average  inventory, 

9.  Compute  stock  turnover  in  terms  of  physical  units  and  on  a  dollar  basis. 

10.  Compute  stock  sales  ratio. 

11.  Compute  open  to^buy, 

12,  Match  discount  and  shipping  terms  to  descriptions  of  each, 

13,  List  factors  affecting  prices, 
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14.  Apply  formulas  used  in  pricing  merchandise, 

15.  List  categories  of  operating  expenses  for, a  business. 

16.  Complete  a  profit  and  loss  statement. 

17.  Complete  a  diagnostic  test  of  basic  business  math  to  discover  areas  which 
need  further  study. 
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UN'IT  I 

SUGGESTED  ACTIVITIES 

L    Teachur  Coor(.linc)lui'; 

A.  Give  fimtust  using  objcjctivo  sheut. 

B.  Proyifin  stiiciont  wilh  objeclivn  shont. 

C.  ProvifJo  sUiclfini  with  iiiforination  unci  ussicjnmenl  bnuets. 

Rolo  pUiy  inking  itwuntory. 

E\     ArrungL*  for  siudents  to  seti  various  ways  of  printing  tickets  ancl  marking 
ninrchjndisu  tlirough  cjuust  spoakors,  fiold  trifis,  or  class  dt}rnQnstrations. 

F.     Makfl  iransparDncioH. 

Discuss  unit  and  spocific  objectives. 

H.     Discuss  information  £jod  iissicjnment  shuats, 

L      Give  test. 

J.      Ruteach  if  necessary. 

K.     Test  again  until  minimum  standard  is  reached. 
IL  Student; 

A.  Read  objective  sheet. 

B.  Study  information  sheet. 

C.  Take  notes. 

D.  Complete  assignment  sheets. 

E.  Take  testis), 

INSTRUCTIONAL  .MATERIALS 

I.     Included  in  this  unit; 

A,  Objective  sfieet 

B,  In  forma  lion  sheet 

b  DO 


C.  Trunsf:)ifnMjcv  intisturs 

1,  TM  1  Purchiisn  Ordor 

2.  TM  2-  Cost  CDclf's 

3,  TM  3  Perputuejl  Inveniory  Cartl 

4.  TM  Slif) 

5,  TM  5  Sranos  of  the  Fashion  CycU} 

6.  TM  6-Opuratinci  ExfjensoB 

D.  AssicjnmeiU  shoots 


1. 

AssignrTient 

Sheet 

#1- 

Conipu to  h'Tventory 

2, 

Assign  ment 

Sfioet 

#2^ 

^Compute  Average  hiventory 

3. 

Assignment 

Sheet 

#3^ 

Compute  Stock  Turnover 

4. 

Assign  munt 

Sheet 

#4^ 

^Com|3ute  Stock^Sales  Ratio, 

5. 

Assignment 

Sheet 

#5^ 

=Compute  Open -to^ Buy 

6. 

Assignment 

SfuHjt 

#6 

^Ftgure  Discounts  and  Shipping  Costs 

7. 

Assignment 

Sheet 

#7 

Price  Merchandise 

8. 

Assignment 

Shoot 

#8 

-Complete  Profit  and  Loss  Stotements 

9. 

AssiyniTiuiit 
Test 

Sheet 

#9 

=Com[)loio  Basic  Business  Math  Diagnostic 

E,  Tost 

F.  Answers  to  test 
References: 

A.     Shilt,  Bernard  A.;  Carmichael,  D.  L,;  and  Wilson,  VV.  Harman.  Bt/sifwss 
Princip/es  and  Manag&ffWfii.  Dallas:  South  Western  Pufjlisliing  Co.,  1967. 

Wingate,  John  W.,  and  Samson,  Harland  E.  Retail  Merchunclising.  DaMas; 
South  western  Publishing  Co.,  1975. 
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MERCHANDISING 
UNIT  I 

INFORMATION  SHEET 

Terms  and  definitions 

A,  Comparison  shoppiny-Shopping  in  other  stores  to  study  the  types,  quality, 
cind  firices  of  fiKHChanciisa  hoinc]  nffored  by  competitors  in  cnmfoarison  with 
one's  own  store 

B,  Purchase  orcleH-  Form  used  to  order  merGhandise  from  the  manufacturer 
or  wholesaler  (Transparency  1) 

C,  Invoice-List  of  goods  shi[iped.  statinc)  quantities,  prices,  and  shipping 
charges 

D,  Break^cven  point-Volume  of  sales  where  the  revenue  received  covers  costs 
and  all  future  sales  represent  profit 

Example;   S8000  Cost  of  goods  sold 

700  Fixed  costs 

900  Variable  costs 

S9600  Break^even  point  for  volume  of  sales 

(NOTE:  Breakeven  point  for  an  item  would  be  the  price  at  which  costs 
are  covered         -^ny  increase  m  price  represents  profitj 

Exampie:  S20.00  Cost  per  item 

1,60  Fixed  cost 

4.75  Variable  costs 

326.35  Break-even  point  for  item 

E,  Cost  code-Way  cost  of  merchandise  is  placed  on  the  sales  ticket  for 
inventory  and  other  planning  and  control  functions  (Transparency  2) 

(NOTE:  The  cost  is  placed  in  code  so  customers  who  generally  do  not 
understand  all  about  business  expenses  will  not  get  the  wrong  impression.) 

F, -     Physical  inventory^^^Actual  count  of  the  goods  in  stock,  usually  taken  two 

to  four  times  a  year 

G,  Perpetual  inventop,  \im-Record  kept  of  each  item  showing  the  amount 
of  merchandise  put  m  stock,  withdrawn,  and  on  hand  at  any  particular 
time  without  the  necessity  of  taking  a  physical  count  (Transparency  3) 

H,  Stock  count-Counting  items  before  advertising  or  reordering 

(NOTE:  The  stock  count  is  often  done  during  slack  periods  to  avoid 
inconveniencing  or  ignoring  customers,) 
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L      Turnover-Number  of  times  during  a  given  period  that  the  average  amount 
of  stock  on  hand  is  sold  and  rep)U:iced 

(NOTE:  The  time  period  for  figuring  turnover  is  usually  for  one  year. 
Turnover  can  be  expressed  in  either  units  or  dollars.  It  is  helpful  to  compare 
turnover  rates  with  the  rates  of  other  years  and  similar  departments.  The 
National  Retail  Merchants  Association  publishes  a  book  containing  operating 
figures  for  pu^L  years  for  various  departments  in  retailing.  Profit  can  be 
increased  by  increasing  turnover  without  an  equal  or  larger  increase  in 
operating  expenses.) 

J.      Ratio-Relationship  in  amount  or  size  between  two  or  more  things 

Stock^sales  ratio  Relationship  of  retail  stock  to  the  sales  for  that  month 

(NOTE:  This  allows  a  department  to  figure  how  much  stock  it  will  need 
in  order  to  meet  planned  sales  for  the  month  and  stiN  leave  merchandise 
at  the  end  of  the  month  for  the  next  month's  B,0,M.  [^beginning  of  month] 
stockj 

Example:  A  stock^sales  ratio  of  3: 1  means  there  is  three  times  as  much 
stock  at  the  beginning  of  the  month  as  sales  for  the  month 

L,  Open^to-buy^^Amount  of  money  left  during  a  given  period  to  purchase 
mercharidise  without  going  over  the  planned  inventory 

Example;  If  a  business  had  S2000  open4o-buy  for  the  remainder  of 
the  month,  it  would  mean  that  the  business  could  purchase 
S2000  wor^h  of  merchandise  and  still  not  go  over  the 
planned  inventory 

M,  Want  slip  (want  list)-Form  on  which  salespeople  may  write  down 
merchandise  asked  for  but  which  is  not  in  stock  at  the  present  time 
(Transparency  4) 

N.     Basic  stock  list-List  of  merchandise  that  is  to  bo  kept  in  stock  at  all  times 

0,     Staple  goods-Merchandise  that  is  always  kept  in  stock 

P.  Fashion  goods-New  goods  with  a  relatively  short  life  sf)an  but  whi^h  are 
of  temporary  interest  to  many  people  (Transparency  5) 

Q.     Private  brands-Products  made  with  the  trademark  of  retailers  or  wholesalers 
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R,     National  brandS'-Producis  made  with  tho  tiatlnineirk  of  manufacturers  or 
producers 

S.     Dating-Time  limits  on  payniont  purchuHas 

T.     CO  J.  (cash  on  delivery)  -Merchandisn  which  must  ho  paid  for  eit  time  of 
delivury 

U,     Gross  margin  (maintained  margin)=  DifferencG  bctweon  mi  salos  and  cost 
of  goods  sold 

V,     List  price-Retail  price  paid  by  consumer;  sometimes  suggested  by  the 
manufactu  rer 

W,    Markup  (mark^on,  initial  markuf3)--Aniount  added  to  the  cost  of  goods  to 
arrive  at  the  original  selling  price 

X.     Markdown^^Reduction  of  selling  price  to  a  lower  price 

Y.     Unit  pricing-Price  per  item 

Z,     Multiple  pricing-Pricing  merchandise  in  groups;  gives  the  appearance  of  a 
bargain 

(NOTE:  A  larger  profit  may  result  bocause  more  merchandise  is  sold  without 
increasing  the  cost  of  handling  the  nierchandise.) 

AA,  Revenue-Income  from  an  investment 

BB,  Gross^-Overall  total  before  deductions  are  subtracted 

CC.  Net-What  is  left  after  all  expenses  and  losses  are  deducted 

DD,  Gross  sales^^Total  amount  of  goods  or  services  sold 

EE,  Net  sales-Gross  sales  less  any  returns  or  adjustments 

FF.  Cost  of  goods  sold-Amouni  paid  for  merchandise,  including  all  shipping 
costs 

GG.  Operating  expenses  (overhead)-Costs  of  running  a  business,  not  directly 
related  to  the  merchandise  sold 

Examples:  Rent,  payroll,  utilities,  advertising,  supplies  and  equipment, 
buyer's  traveling  exponses,  donations,  bad  accounts,  theft, 
bookkeeping,  insurance,  repairs,  maintenance,  and 
depreciation 

HH,  Budget-Estimate  of  income  and  expenses  for  various  operations 
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II,     Fixed  costs  (flat  expunsus)  Expenses  that  aro  about  the  same  for  every 
article  regiirdluss  of  its  cost  or  selling  price 


JJ,    Variable   costs-Expenses    that    are    different    for   each    item    but  urn 
npproKimcitely  ih-  same  percentage  of  the  selling  price 


KK.  Net  profit -Amount  of  money  left  after  payment  of  all  costs  and  expenses 
other  than  income  taxes 

LL-  Trademark  (brand)-Word,  mark,  and/or  symbol  used  to  identify  a  product 
or  service 

MM,  Memo-Informal  written  reminder 

Duties  within  a  business  which  help  build  sales  and  profits 

(NOTE'  All  these  duties  require  an  awareness  of  customers'  likes  and  dislikes; 
a  knowledge  of  the  quantity,  quality,  and  care  of  the  products;  a  knowledge 
of  the  factors  which  affect  costs  and  profits;  a  knowledge  of  cumpetitors;  and 
accuracy  in  performing  the  duties.  This  unit  will  deal  with  the  operations  and 
merchandising  duties  in  particular.) 

A.     Operations/merchandising  duties 

1.  Buying 

2.  Receiving  and  checking  merchandise 

3.  Marking  merchandise 

4.  Pricing 

5.  Stockkeeping 

6.  Providing  customer  services,  returns,  and  adjustments 


Examples: 


Receiving,  marking,  wrapping,  delivery 


Examples; 


Salesperson 
cost 


is'  commissions,  advertising,  insurance,  interest 


Examples: 


Wrapping,  delivery,  handling 


B 


Sales  promotion  duties 


1. 


Advertising 


2. 


Display 
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3=       Personal  sullint] 

4.        Spucial  promotional  activities 

ExamfDies:       Parades,  fashion  shows,  baking  contests,  clowns 
giving  away  balloons  to  children 

II L    Factors  to  consider  before  buying  merchandise  for  resale 

A.  Figures  from  pruviuus  year 

1.  Sales  records 

2.  Stock  records 

3.  Purchase  orders 

4. -  Markups 

5.  Markdowns 

B,  What  merchandise  was  selling  well  in  a  particular  recent  month 

C.  Business  conditions 

Examples:        Employment  situation  and  price  levels 

D,  Styles  that  may  change  rapidly  (Transparency  5) 

E.  Whether  the  department  or  business  is  growing  or  holding  its  own 

F,  Shipping  conditions 

1.  Length  of  time  before  merchandise  can  be  received 

2.  Number  of  regularly  scheduled  deliveries 

3.  Condition  in  which  merchandise  will  arrive 

4.  Cost  of  shipping 

G.  Competition's  activities 

H,  Turnover  rate 

L     Seasonal  fluctuations 

J,     Special  events  to  be  observed 

Examples:       Anniversary,  Foundar's  Day,  George  Washington's  birthday 
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IV.  Items  used  to  ancilyze  a  business's  performanco 

A.  Sales  recorils 

Example:  Charge  accounts  which  accurately  show  styles,  colors,  prices, 
and  quantities 

(NOTE:  Customer  tastes  for  staples  and  convenience  items  change  more 
slowly  than  shofjping  goods,  fads,  and  specialty  Itemsj 

B.  Customers  (Transparoncy  4) 

(NOTE:  Many  businesses  keep  a  file  of  want  lists  so  they  will  remember 
what  customers  say  they  need  but  is  not  in  stock.  Also,  some  clothing 
stores  appoint  customers  to  fashion  boards  to  offer  recommendations  and 
to  model  apparel  in  fashion  shows.) 

C.  Comparison  shopping 

Examples:  Observing  displays  and  advertisements  of  local  competitors 
and  competitors  in  neighboring  towns  and  large  cities  or 
maybe  even  having  employees  act  as  customers  in  competing 
stores 

D.  Surveys  of  customers 

E.  Talks  with  sales  rofjresentatives 

(NOTE:  Sales  representatives  are  familiar  with  new  product  developments, 
what  other  stores  are  doing,  market  trends,  and  comparative  prices.) 

F.  Trade  journals  and  papers 

G.  Inventory  records 

V,  Recording  inventory  at  cost  (Assignment  Sheet  #1) 
A.     Using  retail  prices 

T        Record  the  retail  prices  of  merchandise 

2.  Multiply  the  retail  price  of  each  item  In  stock  by  the  number 
of  articles  on  hand  at  the  time  of  the  inventory 

3.  Add  the  total  retail  value  for  each  item  to  arrive  at  the  total 
inventory  at  retail 
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Multiply  the  total  inventory  retail  valus  by  the  markup  percentage 
to  arrive  :it  the  total  markup 

Subtract  thcs  tote^l  markup  from  the  lota!  inventory  at  retail  value 
to  arrive  at  the  total  inventory  at  cost 

Example:  ^  = 

JO  Items  selling  for  S2,00  each  ^  S  40.00 

50  items  sellinrj  for  S5.00  each  -  S2B0.00 

40  items  selling  for  SI. 00  each  ^  S  40.00 

Total  inventory  at  retail  =  S330,00 

S330 

K  .25  (25%  markup) 
1650 
660 


S82.50  T otal  markup 

S330.00     Total  inventory  at  retail 
-  82,50      Total  markup 
S247.50      Total  inventory  at  cost 

B.     Using  cost  codes 

1.  Record  the  costs  of  merchandise  taken  from  the  cost  codes  on 
the  price  tags 

2.  Multiply  the  cost  of  each  item  in  stock  by  the  number  of  articles 
on  hand  at  the  time  of  the  inventory 

3.  Add  the  total  costs  for  each  item  to  jrrive  at  the  total  inventory 
at  cost 

Example:        20  items  costing  S  2.00  each  -        S  40.00 

20  items  costing  S  5.00  each  =  $100.00 

30  items  costing  SI 0.00  each  ^  $300.00 

Total  inventory  at  cost  S440.00 

VI.    Steps  in  taking' :a  physical  inventory 

A,  Form  a  team  consisting  of  a  checker  and  a  caller 

B,  Divide  the  store  according  to  its  layout  or  established  departments 

C,  Group  merchandise  accordinq  to  price,  type/  and  style  i 
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Have  caller  give  out  information  to  the  checker 

Examples:       Article,  time  purchased,  quantity,  retail  or  cost  price 

E,  Have  checker  record  inforniaiion  on  an  inventory  form 

F,  Have  caller  look  occasionally  to  see  if  checker  is  recording  information 
accurately 

VII.    Types  of  perpetual  inventory  systems 

(NOTE:  These  systems  have  an  influence  on  stocking  procedure.  The  items  to 
be  sold  first  would  be  moved  to  the  front  of  shelves  and  the  top  of  stacks.) 

A,  FIFO  (First  In  First  Out)==First  items  placed  in  stock  are  the  first  ones 
taken  out 

(NOTE:  This  is  the  most  common  method  J 

B.  LIFO  (Last  In  First  Out)-Newest  items  placed  in  stock  are  the  first  ones 
taken  out 

VII L    Average  inventory  (Assignment  Sheet  #2) 

A.     Add  the  opening  inventories  for  each  month  of  the  year  to  the  closing 
inventory  of  the  period 

(NOTE:  This  may  be  done  using  retail  value  or  actual  number  of  unitsj 
Example: 


January  1 

S  2,198 

February 

1 

2,300 

March  1 

2,497 

April  1 

2,500 

May  1 

2, BOO 

June  1 

2,000 

July  1 

2,250 

August  1 

2,099 

September 

1 

2,100 

October  1 

2,700 

November 

1 

2,600 

December 

1 

2,598 

December 

31 

2,000 

530,342 

Divide  the  total  monthly  figures  by  13  for  the  average  inventory 

Example;        $30,342   =  S2,334 
T5 
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IX,    Stock  turnover  formulas  (Assiynmefit  Sheet  #3) 

A,  In  terms  ot  physical  units 

Number  of  units  sold    Rntci  of  slock  uirnayur 

Average  m'  antory  in  uniis 

Example:  If  2,000  books  WL^re  sold  durinci  the  year  and  number  of 
books  in  stock  was  1,000,  thu  rate  of  stock  turnover  is'2 

_2 , 00 0    -  2 
1,000^ 

B,  On  a  dollar  basis 

Net  sales  in  dollars  ^      Rate  of  stock  turnover 

Average  dollar  value  of  stock 

Example:  If  310,000  worth  of  books  were  purchased  during  the  year 
and  an  average  of  85,000  worth  of  books  were  kept  in 
inventory,  the  store  has  an  average  stock  turnover  of  2 

$10.000       -  2 
S  '5,000 

X.    Stock-sales  ratio  (Assignment  Sheet  #4) 

(NOTE:  B,0,M.  means  beginning  of  montfi  and  E.O.M.  means  end  of  month. 
The  amount  of  stock  may  be  found  in  inventory  records.  The  sales  figures  may 
be  found  in  sales  records,) 

A.  B,0,M.  stock^sales  ratio  ^      B.O.M,  stock  at  retail 

Sales  for  the  month 

Example:  If  the  amount  of  stock  at  the  beginning  of  the  month  is 
320,000  and  sales  for  the  month  are  35,000.  the  stock  sales 
ratio  is  4:1  (four  to  one) 

820,000       ^     ±  4:1 
S  5,000  "1 

B,  E.O.M.  stock^sales  ratio  ^      E.O.M,  stock  at  retail 

Sales  for  the  month 

Example:  If  the  stock  at  the  end  of  the  month  equals  310,000  and 
the  sales  for  the  month  are  35,000,  the  stock^sales  ratio  is 
2:1  (two  to  one) 

SI  0.000       -  ^  2:1 

^^S  5,000  1 
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Open^to^buy  (Assignment  Sheet  #5)  .: 

A.  Planned  sales  for  the  month  and  planned  stock  desired  at  the  end  of  the 
month  are  added  to  arrive  at  tfie  amount  of  stock  needed  during  the  month 

(NOTE:  The  amount  of  stock  for  each  major  merchandise  line  is  determined 
for  a  period  of  time,  usually  a  month,  based  upon  past  sales.) 

Example:  S6,000        Planned  sales  for  the  month 

+  3,000        Desired  stock  at  end  of  month 
S9,000       Total  stocK  neexled  during  the  month 

B.  Amount  of  merchandise  already  in  stock  and  the  amount  of  merchandise 
a^'^uady  on  order  that  will  be  delivered  during  the  month  are  added  to  arrive 
at  curr(MU  stock 

(NOTE:  Time  should  be  allowed  for  "lag  tirrie"  or  delays  in  getting 
merchandise  to  tlie  stores j  '-^^^ 

Example:  S2,000        Merchandise  in  stock  at  present  time 

+  _    500        Merchandise  already  on  order 
S2,50d        Current  stock 

C.  Current  stock  is  then  subtracted  from  the  total  amount  of  stock  needed 
to  get  the  amount  of  stock  which  needs  to  be  bouyht  during  the  month 

Exampie;  S9,0Q0        Total  amount  of  stock  needed 

^    2,500        Current  stock 
S6,5Q0       Amount  of  stock  to  be  bought 
(open^to-buy) 

Discount  and  shippifiij  terms  (Assignment  Sheet  #6) 

(NOTF. ;  It  is  advisable  for  businesses  to  take  advantage  of  discounts  from 
manufacturers  bncauso  Seivings  soon  accumulate  to  a  sizeable  sum.  Rather  than 
lose  the  disco^m'ts,  some  businesses  will  borrow  money  from  the  bank  to  pay 
for  the  merchandise  within  the  time  period  to  get  the  discounts.  Discounts  and 
method  of  payment  may  be  determined  by  the  prornptness  in  payment,  services 
performed,  or  shipping  methods.) 

A,     Cash  discount  =Deduction  given  if  full  payment  is  made  early 

Example;  2/10,  nA30  means  a  2%  discount  may  be  taken  if  thie 
merchandise  is  paid  for  within  10  days  from  ihe  date  of 
the  invoics,  M  the  merchandise  is  not  fDaid  within  10  days, 
the  net  amount  is  due  within  30  days  of  the  Invoice  date 

6U7 
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B.  Trade  discount-Special  deduction  fruni  the  list  price  stated  in  catalogs 

(NOTE:  Changing  the  discount  serves  as  a  simple  niGthod  of  adjusting  prices 
to  retailers  and  wholesalers  in  a  changing  market.  This  is  less  complicated 
and  less  costly  than  frequently  reprinting  price  lists  and  catalogs,) 

C.  Seasonal  discount-Special  discount  offered  those  who  place  orders  well  in 
advance  of  the  normal  buying  period 

D.  Pron^otional  discount-Allowance  for  advertising  tlie  merchandise 

E.  Chain  (series)  discount-Two  or  more  discounts  deducted  from  the  list  price 
(NOTE;  These  are  deducted  one  at  a  time,) 

Example:  If  a  10%  trade  discount  and  a  5%  cash  discount  were  allowed 
on  a  8100  purchase  the  10%  discount  would  be  subtracted 
from  the  S100  leaving  S90  (S100  x  JO  ^  S10,  S100  ^  S10 
^  S90),  The  5%  discount  would  be  subtracted  from  the  890 
leaving  the  cost  of  the  merchandise  S85.50  (S90  x  .05  - 
34.50,  890  ^  S4.50  ^  $85.50) 

F.  E.CM,  (End  of  Monthj-Amount  musE  be  paid  by  end  of  the  month 

Example:  3/10,  n/30,  E^Q.M.  means  a  3%  discount  rnay  be  taken  if 
the  merchandise  is  paid  for  within  10  days  after  the  end 
of  the  month  of  the  date  of  the  invoice.  If  the  merchandise 
is  not  paid  within  this  time,  the  net  amount  is  due  within 
30  days  after  the  end  of  the  month  in  which  the  merchandise 
is  invoiced 

G.  R,0,G,  (Receipt  of  Goods)- Discount  period  not  beginning  until  the  day 
the  merchandise  is  received  by  the  store  rather  than  beginning  on  the  invoice 
date 

Example:  2/10,  n/30  R.O.G.  means  a  2%  discount  may  be  taken  if 
the  merchandise  is  paid  for  within  10  days  of  the  date  the 
goods  are  received  in  the  store.  If  tfie  merchandist?  is  not 
paid  within  this  time,  the  net  amount  is  due  within  30  days 
from  the  date  the  goods  are  received 

Extra  dating=-Add}tional  days,  designated  by  an  "X/'  given  lo  the  buyer 
before  payment  is  due 

Example:         n/30,  6QX  means  tlici  toial  payiTieiU  i;;  nut  due  for  90  days 
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1.  Advance  datiny  (postciiitinci)  Payment  of  merchandise  computed  from  a  date 
after  the  morchc^ndise  is  sliipped 

(NOTE:  This  w-.  done  to  encouiagy  buying  before  the  rush  season  begins, j 

Example:  Murchtindise  may  be  shipped  in  February  but  have  a  dating 
of  May  4 

J.  F.O.B.  (Free  on  Boardl^^^Point  in  the  transfer  of  merchandise  where  the 
person  buying  the  merchandise  begins  paying  the  shipping  costs 

Example:  "F.O.B.  Chicago"  means  the  sliipping  costs  were  paid  by  the 
manufacturer  until  the  merchandise  reached  Chicago;  tlie 
person  buying  the  merchandise  started  paying  the  shipping 
costs  from  Chicago 

K.  Consignment- Merchandise  remains  the  property  of  the  seller  and  is  paid 
for  after  it  has  been  sold;  any  unsold  merchandise  may  be  returned  to 
original  seller  if  it  is  in  good  condition 

(NOTE:  Equipment  may  sometimes  be  bought  on  consignment.  This  is  a  less 
expensive  way  to  begin  a  business.  The  term  "on  memorandum"  is  very 
similar  to  consignment  selling  except  the  buyer  does  own  the  title  to  the 
goods.) 

XII  L     Factors  affecting  prices 

A.  Cost  of  merchandise 

B.  Overhead  expenses 

C.  Desired  profit 

XIV.     Pricing^ formulas  (Assignment  Sheet  #7) 

(NOTE:  The  formulas  will  be  found  on  the  following  page,) 
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XIV.     Pricing  formulas  ( Assiynniuiii  Shciijt  ^7) 

FORMULAS  USED  IN  PRICING  MERCHANDISE 


Given 

Cost  price, 
retail  pricu 

Markup  in  doiUirs, 
rotciil  price 

Markup  in  dollcirs, 
cost  price 

Retail  pricu, 
markup  in  dollars 

Cost  price, 
markup  in  dollars 

Cost  price,  original 
rotaM  sGlling  f)rice 


Cost  f)rice,  final 
sales  price 

Retail  price, 
markup  percuntayn 

Cost  price, 
marku[3  percentacje 

Estimatucj  cxponsos, 
profits,  price 
reductions,  sales 


Original  retail 
seliing  price, 
final  sales  price 

Dollar  markdown, 
total  sales 


To  Find 
Markup  in  dollars 

Cost  price 

Retail  price 


Markup  percentage 
(retail) 

Markup  percentage 
(cost) 

Initial  markup 


M  a  i  n  t  a  i  ri  e  d  markup 
Cost  price 
Retail  (Drice 
Initial  markiif) 


Markdown 


Markdown 
fiercentaye 


Procedure 

Subtract  cost  from 
retail 

Subtract  markup  from 
retail 

Add  cost  and  markup 


Divide  markup  by 
retail 

Divide  markup  by 
cost 

Subtract  coht  price 
from  orginai  retail 
selling  price 

Subtract  cost  price 
from  final  sales  price 

Multiply  retail  price 
by  (100%  ^  M%) 

Divide  cost  by 
(100%  -  M%) 

Add  expenses,  profits, 
and  price  reductions; 
divide  this  fiqure  by 
(Sales  +  RecJuctions) 

Subtract  final  sales 
fjrice  from  or'ninal 
retail  (irice 

Divide  dollar  markdowii 
fry  total  sales 
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XV.    Categories  of  opfirating  expunsGs  for  a  businoss  (Trcinsparency  6) 

A.  Salaries  mci  vvages  of  all  management,  sales,  and  office  employees 

B.  All  types  of  advertising  expenses 

C.  Dopreciation  on  buildings,  furniture,  fixtures,  and  delivery  equipment 

D.  Rant 

,  E.     Store  supplies 

fixumplus:       Wrapping  materials,  bags,  boxes,  sales  forms 

F.  Deliver y  expenses 

Examples:       Gas,  oil,  tires,  maintenance 

G.  Communication  expenses 
Examples;       Telephone  and  postage 

H.  Taxes  on  irierchandise  and  personal  property  used  in  the  business 
Examples;       City,  state,  and  federal  taxes 

L      Repairs  on  buildings,  fixtures,  and  equipment 
J,  insurance 

K.  Traveling  expenses  to  market,  trade  shows,  and  trade  association  conventions 
L.     Bad  debt  losses 

Examples;        Uncollectable  charge  accounts,  bad  checks 
M.  Donations 

N.    Membership  dues  in  trade  associations,  chamber  of  commerce,  professional 
_  and  civic  organizations 

0,  Miscellaneous 

Examples:        Legal  fees,  hiring  and  training  expenses  of  new  employees 

6  7  i 
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XVI.    Profit  and  loss  steitoniefit  (ofoeratiiuj  siattifiient)  (Assignment  Sheet  #8) 

A,  Cost  of  goods  sold  must  be  subtractod  from  the  net  sales  to  arrive  at  the 
gross  margin 

B.  Operating  expanses^  must  be  subtracted  from  the  gross  margin  to  arrive  at 
the  net  profit  before  income  tcixes 

Example: 

OPERATING  STATEMENT 
OPERATING  STATEMENT,  JANUARY  1  -  DECEMBER  31,  1976 


Net  Sales  S300,000 

Cost  of  Goods  Sold  200,000 

Gross  Margin            ,  3100,000 

Operating  Expenses  85,000 

Net  Profit  Before  Income  Taxes                             S  15,000 
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PurchnsB 

Order 

S  &  F  DEPARTMENT  STORE 
2602  N.  Pijfk 
STILLWATER.  OKLA.  74074 
Dn!eri  at 

19 

^      Order  to 

Depgrtmynt 

Address 

Ship  Via 

Sh 

p  Whin 

Dating 

Ineludij  riuplieaiu  invoice  with  ijxpruss  QOadi. 
Importont           Qootls  Goughi  frpm  siimplt^s  subjeet  to  return 
Notice                Biick  orflifr  must  ht)  pfopdid. 

if  not  satiifaetQfy. 

LOT 

QUANTITY 

DESCRIPTION 

^ — 

PRICE  1 

EXTENS 

ION 

-1 

ORDEP 

ACCEPTED 

S 

&  F 

DEPARTM 

ENT 

STORE 

Of  do  red 
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1 

2 

3 

4 

5 

6 

7 

8 

9 

jrn= 

'-  $1,98 

Perpetual  Inventory  Card 


PERPETUAL  INVENTORY  CARD 

Item: 

Coveralls  #i 

192 

Pur.  Req,  or 

Balance 

Date 

Stock  Req.  No. 

Put  in  Stock 

Withdrawn 

4/4/" 

325 

600 

600 

4/10/" 

1271 

100 

500 

4/11/" 

612 

200 

300 

4/14/" 

7700 

1,000 

1,300 

5/10/" 

033 

350 

950 

  Want  Slip 

Dept.  No.  

Employee  No. 

Keep  this  slip  in  your  salesbook.  Whenivar  an  item  k  called  for  that  is  not 
in  stock,  whether  carried  regularly  or  not,  record  that  fact  it  once.  Make 
certain  that  you  record  every  call.  If  the  customer  raquisted  a  special  order, 
fill  out  the  "Special  Order  Request." 


ITEM  CALLED  FOR 

WANTED 

Order 
Taken 

Subst. 
Sold 

Sale 
Lost 

Buyer's 
Disposition 

Style 

Color 

Size 

Price 

TO  THE  SALESPERSON:  Write  plainly,  put  one  copy  in  the  index  and  give  one  copy  to  your 

Department  Manager. 

Stages  of  the  Fashion  Cycle 


i 

Culmination 

Rise  X 

Mass  AcceptanceX 

\pecline 

/Innovators 

Introduction  Obsolescence 
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Operating  Expenses 


Salaries,  Advertising,  Depreciation,  Rent,  Sacks, 
Salesbooks,  Delivery,  ^i^Communications, 
Taxes,  Repairs,  Insuran/ei    Travel,  Bad  Debts, 
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UNIT  I 


ASSIGNMENT  SHEET  #1"C0MPUTE  INVENTORY 


Given  the  following  number  of  items  and  their  retail  prices,  compute  the  total 
inventory.  Markup  is  25%  of  retaiL 

$2.95 
$6.50 
$2.50 
$7  JO 
$1.50 


732  items  ® 
122  items  @ 
682  items  ® 
519  items  ® 
300  items  @ 


Given  the  following  number  of  items  and  their  costs,  compute  the  total  inventary. 

230  items  @  $2.50 

120  items  @  $6.00 

262  items  ®  $2.50 

154  items  @  $5.75 

300  items  ®  $1.00 


Complete  the  chart  below  to  a)  find  the  total  inventory  of  all  items  in  the 
department  for  the  months  of  January,  February,  and  March,  b)  find  the  total 
inventory  for  each  item  during  the  three  month  period,  and  c)  find  the  total 
inventory  of  all  items  in  the  department  for  the  entire  three  month  period. 

INVENTORY 


Shoes  Purses  Gloves  ^  Total 

January                  $3780  $  972  $3646  a,   

February                  5291  2380  2140  a, 

March                     2429  1078  1568  a. 

Total                   b.  b.  b.  c. 
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^    -ASSIGNMENT  SHEET  #2"C0MPUTE  AVERAGE  INVENTORY 


PI.  

^^^3j^.5'tl)e,:  follovving  monthly  inventories,  figure  the  average  inventory  for  the  year. 


V, 


■l-.'-i-;  ---  ." 


January  1 

on  nnn 

February  1 

ividrcn  I 

1Q  nnn 

April  1 

iR  ^nn 

May  1 

1R  nnn 

June  1 

July  1 

on  nnn 

August  1 

MfUUu 

September 

1 

na  nnn 

October  1 

22,000 

November 

1 

20,000 

December 

1 

1 Q  ^nn 

December 

31 

19,288 

August  1 

2,000 

September 

1 

8,952 

October  1 

2,600 

November 

1 

2,71)0 

December 

1 

2,100 

January  1 

9,001 

February  1 

5,200 

March  1 

2,010 

April  1 

5,207 

May  1 

2,500 

June  1 

7,492 

July  1 
July  31 

2,300 
8,190 
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UNIT  I 


ASSIGNMENT  SHEET  #3"C0MPUTE  STOCK  TURNOVER 


;  i,    '.  Figure  stock  turnover  in  terms  of  physical  units  using  the  following  information. 

■  *=    ^-    4000  items  were  sold 

Average  inventory  was  1000  of  these  items 


4 


2.       Figure  stock  turnover  on  a  dollar  basis  If  net  sales  were  $150,000  and  the  average 
dollar  value  of  stock  was  $30,000. 


3.       Figure  stock  turnover  in  terms  of  physical  units  if  600  units  were  sold 
and  the  average  inventory  is  50, 
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UNIT  I 


ASSIGNMENT  SHEET  #4^^CQMPUTE  STOCK  SALES  RATIO 
illfFigure!  stock-s       ratio  for  the  following  situations. 


P.O.M.  Stock  $50,000;  sales  of  $20,000 


ERIC 


E.O.M.  stock  $50,000;  sales  S10,000 
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ASSIGNMENT  SHEET  #4 


3.       B.O.M.  stock  $25,000;  sales  $5,000 


4.       E.O.M.  stock  $20,000;  sales  $4,000 


5.       B.O.M.  stock  $24,000;  sales  $6,000 


6bii 

o  ■■■■■ 
ERIC 


DE  II  '  41'G 


MERCHANDISING 
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ASSIGNMENT  SHEET  #5-C0MPUTE  OPEN^TO^BUY 


^^Hfigure^  open  to-buy  for  the  following  situations  using  the  mformation  provided. 


$12,000  Planned  sales  for  the  month 

$  Vp500  Stock  desired  at  end  of  month 

S  4,000  Merchandise  in  stock  at  present  time 

:S  1,000  Merchandise  already  on  order 


mmmm-- 

mwr-M  iv,*,---.- 


pi-*: 

2. 

$18,000 

S  6,000 

f  J.  t:,. 4. 

S  2,000 

,'i<!t'"L-<  -■ 

$  250 

Planned  sales  for  month 
Desired  stock  at  end  of  month 
Merchandise  in  stock  at  present  time 
Merchandise  already  on  order 
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■ii-S.  $20,000 
feiWVH;;  $  8,000 
2.000 
■  $  500 


ASSIGNMENT  SHEET  #5 


Planned  sales  for  month 
Desired  stock  at  end  of  month 
Mtrchandise  in  stock,  at  present  time 
Merchandise  already  on  order 


ERIC 
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SlISByl^ASSIGNMENT  SHEET  #6-FIGURE  DISCOUNTS  AND  .SHIPPING  COSTS: 


^^^M^i'^^^^A' stotB  recieves  a  shipment  of  merchandise  for  $300.  The  invoice  ii  dated  April 


IP-' 


15  and  shows  the  terms  3/10,  n/30. 

When  must  the  shipment  be  paid  for  in  order  to  be  eligible  for  the  discount? 


What  amount  is  due  if  the  discount  is  taken? 


What.  Is  the  date  for  full  payment? 


Merchandise  was^ipped  August  15  worth  S3000  with  terms  2/10,  n/30,  F.O.B. 
destination. 

a.     If  the  bill  was  paid  on  the  last  day  the  cash  discount  could  be  taken,  on 
what  date  was  the  bill  paid? 


b.     What  was  the  amount  of  the  payment? 


The  manufacturer's  suggested  list  price  on  an  article  is  $25.00.  A  trade  discount 
of  35%  Is  offered  to  the  retailer.  What  is  the  cost  per  article  for  the  retailer? 
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Merchandise  was  shipped  July  15  and  was  billed  at  $2500  with  terms  of  2/10, 
n/30,  F.O.B.  destination.  The  bill  was  paid  on  the  last  day  the  discount  could 
be  taken, 

a.     On  what  date  was  the  bill  paid? 


What  was  the  amount  of  the  check? 


The  manufacturer's  suggested  list  price  on  an  article  is  $6.00*  A  trade  discount 
of  40%  is  offered  to  the  retailer.  What  Is  the  cost  to  the  retailer? 


A  store  received  a  shipment  of  merchandise  for  $150.00.  The  invoice  is  dated 
March  15  and  shows  the  terms  3/10,  n/30,  E.O.M. 

a.     When  must  the  shipment  be  paid  for  In  order  to  be  eligible  for  the  discount? 
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i^R'     "     ^  ASSIGNMENT  SHEET  #6 

i0SWkvv.^v>  What  is  the  amount  due  if  the  discount  is  taken? 


■        c.     What  is  the  last  date  for  full  paynfient? 


A  store  receives  trade  discounts  of  20%,  10%,  and  5%  on  a  purchase  of  $3,780. 
The  invoice  carries  terms  of  2/10,  n/30  and  Is  dated  April  10,  If  the  bill  Is 
paid  April  18,  how  much  will  it  be? 

(NOTE:  Show  your  work.) 


8.  An  invoice  is  dated  July  2  and  has  terms  4/10,  60X.  What  is  the  final  date 
:  .       the  cash  discount  may  be  taken? 
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A  buyer  receives  chain  discounts  of  25%,  10%,  5%  on  a  purchase  of  200  dozen 
Japanese  lamps.  If  the  lamps  are  S23.50  a  dozen,  how  much  should  the  buyer 
pay  for  the  entire  shipment? 

(NOTl::  Show  your  work.) 


The  list  price  of  $785.00  is  shown  for  a  refrigerator.  With  trade  discounts  of 
15%,  10%,  5%,  how  much  do  you  pay? 

(NOTE:  Show  your  work.) 


ASSIGNMENT  SHEET  #6 


A  wholesale  jewelry  company  receives  discounts  of  10%,  5%,  and  5%,  while 
a  jobber  in  the  same  area  only  receives  10%  and  5%. 

a.     What  is  the  percentage  difference  in  cost  to  the  middteman? 


b/    Which  one  would  pay  more  for  the  merchandise? 

An  invoice  for  men's  sweaters  was  dated  November  16  with  a  billed  cost  of 
$100  and  terms  of  3/10,  n/30. 

a.  What  is  the  last  date  the  discount  may  be  deducted? 

b.  How  much  should  be  paid  at  that  time? 


An  invoice  for  S200  is  dated  April  14  and  carries  terms  of  5/10  R.O.G.  The 
goods  are  received  on  April  16. 

a*     What  is  the  last  'day  the  discount  may  be  deducted? 
b.     How  much  should  be  paid  at  that  time? 


An  invoice  for  merchandise  shipped  on  September  16  is  dated  October  1  and 
carries  terms  of  3/10,  n/30. 

a.     What  is  the  last  data  a  discount  may  be  taken? 


ASSIGNMENT  SHEET  #6 
b.     After  what  date  will  the  invoice  become  past  due? 


When  will  pe  nent  due  on  the  following  invoices  in  order  to  deduct  a  cash 
discount?  How  much  should  be  remitted? 


pate  of  Amount         Terms  Date  Due  to  Amount  Due 

Invoice  Receiye  with  Cash 

~™     ~  Discount  Discount 

a.  6/7  $300  3/10,  90X  _____ 

b.  8/18  $450  3/10,  n/30 

as  of  10/1    _____ 

c.  3/17  $725  8/10,  E.O.M.  _______  _______ 

d.  11/16  $500  5/10,  n/30  _______  _______ 

e.  12/27  $450  6/10,  E.O.M.   •  ______ 
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ASSIGNMENT  SHEET  #7--PRICE  MERCHANDISE 

1.       Figure  retail  price  using  the  following  information, 
a.     Cost  price  $115.00;  markup  in  dollars  $15.00 


b.     Cost  price  $2.69;  markup  in  dollars  $2.00 
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Cost  price  $2.55;  markup  percentage  15% 


d.     Cost  price  $1.95;  markup  percentage  15% 


ASSIGNMENT  SHEET  #7 

Figure  cost  price  using  the  following  information, 
a.     Retail  price  $7.25;  markup  in  dollars  $2.00 


b.     Retail  price  $15.95;  markup  percentage  25% 


Figure  markup,, in  dollars  using  the  following  information, 
a.     Retail  price  $14 J5;  cost  price  $10 J4 


b.     Retail  price  $60,00;  cost  price  $52,00 


Figure  markup  as  a  percentage  of  retail  price  using  the  following  information, 
a.     Retail  price  $50;  markup  in  dollars  $20.00 


^^^^ 
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ASSIGNMENT  SHEET  $7 
b.     Retail  price  $124.00;  markup  in  dollars  $54.00 

=  .=  .  5.       Flgurfi  inarkup  as  a  percentage  of  cost  price  using  th©  following  information^ 
a.     Cost  price  $25.00;  markup  in  dollars  $25.00 


b.     Cost  price  S1.00;  markup  in  dollars  $1.39 

-  

6,       Figure  initial  markup  using  the  following  information. 

a.  Cost  price  $.69;  original  retail  sailing  price  $1.00 

b.  Cost  price  $4.00;  original  retail  selling  price  $6.50 


7.       Figure  maintained  markup  using  the  following  information, 
a.     Cost  price  $7,95;  final  sales  price  $9.00 
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b.     Cost  price  $3.25;  final  sales  price  S4.00 


Figure  markdown  using  the  following  information. 

a.     Original  retail  selling  price  $9J5;  final  sales  price  $6.95 


b.     Original  retail  selling  price  $10.95;  final  sales  price  S6.95 


Figure  markdown  percentage  using  the  following  information, 
a.     Dollar  markdown  $2,00;  total  sales  $84,00 


b.     Dollar  markdown  $10.00;  total  sales  $400.00 
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,10*       r^iyen  the  regular  markup  and  the  price  reduction  percentage  in  the  chart  below, 
.  :         select  the  correct  percentage  of  unit  increase  neceisary  to  maintain  the  same 
tbtal  marl<up. 


'r  ■ ' 

:A-  - 


Example:  If  a  unit  has  a  regular  markup  of  40%  and  you  want  to  reduce 
the  price  10%,  you  will  have  to  increase  the  volume  .by  33,3% 
to  make  that  same  gross  profit 

a.  If  regular  markup  is  60%  and  price  reduction  is  25%,  then  unit  increase 
will  be  % 

b.  If  regular  markup  is  50%  and  price  reduction  is  25%,  then  unit  increase 
will  be  %  . 

c.  If  regular  markup  is  40%  and  price  reduction  is  30%,  then  unit  Increase 


will  be 


% 


d.  If  regular  markup  is  45%  and  price  reduction  is  35%,  then  unit  increase 
will  be  % 

e.  If  regular  markup  is  35%  and  price  reduction  is  15%,  then  unit  Increase 
will  be  % 

INCREASE  IN  SALES  VOLUME  NEEDED  TO  OFFSET  PRICE  REDUCTIONS 


Price 


Regular  Markup  of 


iductions 

25% 

30% 

35% 

40% 

45% 

50% 

60% 

.  65% 

75% 

5% 

25% 

20% 

1 6.6% 

14.3% 

12.5% 

11.1% 

9% 

8,3% 

7,1% 

10% 

66J% 

50% 

40% 

33,3% 

28,6% 

25% 

20% 

18.2% 

15,3% 

15% 

150% 

100% 

75% 

60% 

50% 

42.8% 

33.3% 

30% 

25% 

.20% 

400% 

200% 

133% 

100% 

80% 

66.6% 

50% 

44,4% 

36.3% 

25% 

500% 

250% 

166.6% 

125% 

100% 

70.2% 

62,5% 

50% 

30% 

600% 

300% 

200% 

150% 

100% 

85.7% 

66,7% 

35% 

700% 

350% 

233% 

140% 

116.7% 

87,5% 

40% 

800% 

400% 

200% 

160% 

114.3% 

45% 

900% 

300% 

225% 

150% 

50% 

500% 

333% 

200% 
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if?'- ^^S'  f    ASSIGNMiNT  SHEET  #8"C0IV1PLETE  PROFIT  AND  LOSS  STATEMENTS 
Complite  the  following  profit  and  loss  statements  (operating  statements). 


"''Ti:     Net  Sales  $400,000 

Cost  of  Goods  Sold   300,000 

Gross  Margin 

;             Operating  Expinses  $  86,000 
-,!:■■■,      Net  Profit  Before 

r                Income  Taxes  — 


Net  Sales  $2B0,000 
Cost  of  Goods  Sold  195,000 
Gross.  Margin 

Operating  Expenits  $  SOiOOO 

Net  Profit  Before 
Income  Taxes 


Net.  Sales  $200,000 
Cost  of  CBoods  Sold  1 96.000 

Gross  Margin 

Operating  Expenses  $  7,000 

Net  Loss 
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ASSIGNMENT  SHEET  #9=-C0IVlPLETE  BASIC  BUSINESS  MATH  DIAGNOSTIC  TEST 


1.       a.        7         b.        8        c.        9         d.        759     e.  1438 
+6  +5  -5  -  668  -  962 


f.       579  g.        $6794  h.     37  I  11433 

X    8  X  .43 


$.94 
-  .76 


86  I  39345 


4 

3 

8 

3 

? 

6 


$.48 
.96 
.23 
.37 
.15 
.89 
.64 
+  .59 


m. 


$7.94 
3.68 
5.49 
+  6.27 


9124 
3758 
6875 
+  4392 


0, 


3/8 
+  3/4 


1/6 

+  2  :;/8 


2/3 
■  1/4 


r.        5        s.  6        t.       10         u.      13        v.  11 

9  8  12  15  16 

4  3  7  10  10 

3  4  8  11  62 

7  8  12  15  9 

2  3  7  10  +  14 

+  1  +2  +6  +9 


w. 
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■  46       X.        99       y.        777            z.  45      aa.  $21.45 

45                 89                 101  30  68.32 

42                 29                 222  1  41.25 

38                69                345  29              +  39.40 

13                 78                 118  37 

+  31              +  65             +  479  105 

444 

+  287 


bb.       3,300  cc.        9,875  dd.  7,309 

6  J  1.4  29  2,618 

9.037  4  4,176 

8,162  605  7,183 

+  3,817  •           +  "7,789  +  2,015 


ee.    6  +  4  +  5  +  3  = 

ff.    33  +  66  +  44  +  22  = 


gg.  52.7  +  6.204  +  35  +  5.90 
hh.   8,621  +  93  +  156  +  2  =  _ 


65  + 

SO  + 

ii^ 

842 

+  96 

kk. 

202 

+  303 

a. 

How 

many 

b. 

How 

many 

c. 

How 

many 

d. 

How 

many 

e. 

How 

many 

How 

many 

How 

many 

qti.  qts 


oz 


doz 


ft 

in 

pts 
in 


ASSIGNMENT  SHEET  #9 


Look  at  each  row  of  numbers  below  and  on  the  two  lines  following  write  the 
two  numbers  that  should  come  next. 

EKimples!       2,  4,  6,  8,  10,  12,  14 

1,  7.  2,  1,  3,  7,_4,  X 

a,     99,  77/88/66/77,  5B,  , 

:b/    1,  5,  4,  a  7,  11. 

c.  2,  8,  14,  20,  26,  32,  ,  ___ 

d.  1,  2,  4,  5,  7,  8,  , 

a.     20,  32,  44,  56,  68,  80,  ,  _„ 

a.     If  you  put  $1-50  in  your  savings  account  each  week  for  14  weeks,  how 
much  will  you  save?   


b.  Your  store  makes  a  profit  of  2  1/2$  on  each  bottle  of  a  certain  kind 
of  shoe  polish.  How  many  bottles  must  you  well  to  make  $12  for  the 
ftore?  bottles 


c.     How  many  pencils,  selling  for*2  for  5$,  will  you  give  a  customer  for  25$. 
pencils 


d*     If  ribbon  sells  at  1/4  yard  for  B$,  hdw  many  inches  will  the  customer 
receive  for  30$.  inches 


e.  If  one  salesgirl  makes  a  sale  every  two  minutes  and  another  salesgirl  makes 
a  sale  every  2  1/2  minutes,  how  many  sales  will  the  two  girls  make  in 
a  half  hour?  sales 


f.  What  change  will  a  customer  receive  from  a  50-cent  piece  after  buying  the 
following  articles:  1  notebook  cover,  10$;  1  package  of  paper,  10$;  6 
scratch  pads  at  4  for  5$;  1  eraser,  5$?   $ 

g.  If  oranges  sell  at  10  for  25$,  how  much  will  two  dozen  cost?  _______ 

h.  A  farmer's  wife  sold  10  dozen  eggs  at  35$  a  dozen.  With  the  money  she 
received,  she  bought  four  and  a  half  yards  of  dress  goods  and  had  35$ 
left.  How  much  were  the  dress  goods  per  yard?  '^^$ 

i.  If  2/3  of  the  144  screws  purchased  for  the  construction  of  8  desks  are 
1  .1/4"  screws  and  the  rest  3/4"  and  only  6  desks  were  actually  made, 
how  many  3/4"  screws  were  used?   screws 
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At  12  feet  for  50,  how  many  yards  of  crepe  paper  can  be  bought  for 


The  dots  in  the  figure  below  are  regularly  spaced.  How  many  of  them  are 


•      ■  ificcfciias 

itctiiStitiis 
■      ««itfi«  iitii 


A  percentage  can  be  expressed  as  a  decimal.  Change  the  following  to 


1)  10% 

2)  1% 

3)  3  1/2%  = 

4)  35% 

5)  SB  1/2%  = 


The  word  of  means  multiply.  Work  the  followir 

1)  10%  of  100  =  _____ 

2)  20%  of  300  -  • 

3)  1B%  of  $4.50        =  ' 

4)  9%  of  $6.80     '  =  ' 

5)  6%  of  $8.00  =  


A  manufacturer  offers  to  lower  some  prices  by  a  certain  percentage  and 
give  a  discount.  Figure  the  amount  the  price  will  be  reduced  in  each  case. 


25*? 


yards 


there?  (Don't  count  every  dot.) 


dots 


decimals. 


Amount  of  Discount 


1) 
2) 
3) 
4) 
5) 


$45.00  item  reduced  12% 
$60.00  item  reduced  40% 


$10.00  item  reduced  10% 
$20.00  item  reduced  20% 
$15.00  item  reduced  8% 


7  0  4 


'iS.n.-i'i:)-.,: 
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Each  of  the  items  discounted  in  problem  3  now  have  a  new  discounted 
prict.  List  the  new  price  below. 


Item 


Discounted  Price 


1) 

2) 
3) 
4) 

5) 


A  discount  can  be  expressed  as  either  a  percent  or  a  decimal,  Change  the 
following  to  percents. 


1) 

2) 
3) 
4) 
5) 


,01 

.10 

.35 

,035 

.010 


f.     The  word  of  means  multiply.  Work  the  following. 


1) 

7% 

of 

$1.00 

=  $ 

2) 

8% 

of 

$2,00 

=  S 

3) 

10% 

of 

$3,50 

•  $ 

4) 

19% 

of 

$3.00 

=  $ 

5) 

20% 

of 

$4.00 

=  $ 

g.     A  supplier  reduces  a  price  if  a  buyer  will  pay  cash  for  it.  Work  out  the 
discount  or  reduction  for  each  of  these  situations. 


1) 

$  20 

item 

reduced 

15% 

2) 

$  40 

item 

reduced 

25% 

3) 

$  60 

Item 

reduced 

30% 

4) 

$  90 

item 

reduced 

18% 

5) 

$215 

item 

reduced 

40% 

.  .    7  05 


■H 
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Budgeting  for  expenses 

A  small  business  owner  expicts  sales  to  be  $15,000.00  for  a  month.  He 
anticipates  his  operating  expenses  to  be  as  follows: 

(NOTE:  Figure  the  actual  dollar  amount  that  is  estimated  for  each  expense.) 

BUDGET 


Operating  Expenses 

%  of  Sales 

Dollar  Amount 

a.  Payroll 

1 0% 

$  1,500.00 

b.  Buying 

1% 

$ 

c.  Promotional 

2  1/2% 

$ 

d.  Utilities 

2% 

$ 

e.  Transportation 

1/2% 

$ 

f,  '  Supplies  and  Delivery 

1/2% 

$ 

g.  Rent 

4% 

$ 

Break-even  point 

a.  If  the'fnerGhandise  cost  $18.00,  the  fixed  markup  Is  $1.25,  and  the  rest 
of  the  markup  is  23%  of  the  total  of  the  merchandise  cost  and  fixed  markup 
{residual),  what  is  the  break-even  retail  point? 


b.  ^  If  the  merchandise  costs  $25.00,  the  fixed  markup  is  $1.80,  and  the  residue 
markup  is  21%,  what  Is  the  break-even  retail  point? 
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ANSWERS  TO  ASSIGNMENT  SHEETS 


Assignment  Sheet  #1 

1-.  732  @  S2.95 
122  ®  6,50 
682  @  2.50 
S19  @  7.50 
300  @  1.50 


$  8999.90 
X  .25 

 4499960 

1799980 


S21 59.40 
793.00 
1705.00 
3892.50 
+  450.00 
S8999.9Q    Total  inventory  at  retai 


2249.9750  Total  markup 

S8999.90 

•  2249,98 


S6749.92    Total  inventory  at  cost 

S 


230  @  S2.50 
120  @  5.00 
262  @  2.50 
154  ®  5,75 
300  @  1.00 


575.00 
600.00 
655.00 
885.50 
+  300.00 

33^1  f.5D    Total  inventory  at  cost 


3. 

a. 

January 

S8398 

b. 

Shoes  = 

511,500 

a. 

February 

9811 

b. 

Purses  = 

4,430 

a. 

March 

5075 

b. 

Gloves  ■ 

7,354 

c.  523,284 

Assignment  Sheet  #2 

1.  320,676 

<2.^-'  S4704 

Assignment  Sheet  #3 

1.       4000  =  4 
1000 


2. 
3. 


5150,000  =  5 
S  30,000 

12 


600 

50 


ERIC 


Assignment  Sheet  #4 

1.  $60,000  =     1  -     M         =  2.5:1 

20,000  2  1 

2.  $50,000  =     1  =  5:1 

10,000  1 

3.  $25,000  =      5  =  5:1 


S  5,000  1 

$20,000       *      5      =  5:1 


S  4,000  1  • 

5.         $24,000       -     4     *  4:1 

$  6,000  1 

Assignment  Sheet  #5 

1.  312,000                $4,000  $13,500 
+    1,500              +  1,000  •  5,000 

$13,500                $5,000  $  8,500 

2,  $18,000                $2,000  $24,000 
+    8,000  +      250  -  2,250 


324,000  $£,250  321,750 

3.           $20,000  $12,000  $28,000 

+    8,000  +       500  -12,500 

$28,000  $12,500  $15,500 

Assignment  Sheet  #6 

1.       a.     April  25  (within  10  days  from  the  date  of  the  invoice,  April  15) 

b.        $300  3300 

X  .03  -  9 


$9.00  S291 
c.     May  15  (within  30  days  after  the  date  of  the  invoice,  April  15) 
2,       a.     August  25  (10  days  after  date  of  invoice,  August  15) 
b. 


$3000 

$3000 

X  .02 

~  60 

S60.00 

$2940 

$25.00 

$25.00 

.35 

■  8,75 

12500 

$16.25 

7500 

§8J500 


1  n  B 
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4.  a.     July  25  (10  days  after  date  of  invoice,  July  15) 

b.        S  2500  $2500 

X      .02  ■  50 

$50.00  $2450 

5.  S    6.00  $6.00 
X       .40  -2.40 

S2.4000  S3. 60 

6.  a.     April  10  (within  10  days  after  the' end  of  the  month  of  the  date  of  invoice, 

March  15) 

b.        S  150  SI  50.00 

X    .03  -  4,50 


S4.50  ■  SI  45.50 

c.     April  30  (within  30  days  after  the  end  of  the  month  of  the  date  of  invoice, 
March  15) 

$2533.31 

S    3780  S3780  S    3024  $3024.00 

X       ,20  ■  756  X       .10  -  302,40 


S756.00  $3024  $302.40  $2721.60 

S  2721.60  $2721,60  $2585,52  $2585.52 

<  ,05  ■  136.08        X         .02  -  51.71 


8136.0800  S25B5.52  S51.7104  $2533.81 

8.  September  10  (70  days  after  date  of  invoice) 

9.  $3013,87 

S23.50  $      4700  $4700  $  3525 

X         200  X         ,25  ■  1175  "      x  ,10 


S4700.00  23500  S3525  $352.50 

9400 
S1 175.00 

.53525,00  S  3172,50  S3172.50 

■  352,50  X  ^  -  158,63 

S3 172.50  3158,6250  33013,87 


10.  S570,4S 


S      785  3785,00  S  667.25  $667.25 

x-       .15  .  1 17.75  X         .10  =  66.73 


3925  $667.25  "  366.7250  3600.52 

785 


S117.75 


S  600,52  3600,52 
<         ,05  =  30,03 


830,0260  S570.49 

7  i  i  9 


^66^G 


11.       a.     5%  difference  in  cost 


10%  +  5%  +  5%  ^  20%  discount  for  jewelry  companv 
10%  +  5%  =      15%  discount  for  jobber 

20% 
-1 5% 


5% 

b,     Jobber  would  pay  more  because  the  discounts  are  less  than  for  the  jewelry 
company 


12. 

a. 

November  26 

(10  days  from  date 

of  invoice,  November 

b. 

S  100 

SI  00.00 

K  .03 

-  3.00 

$3.00 

$  97.00 

13. 

a, 

April  26  (10 

days  after  receipt  of 

gpods) 

b. 

$200 

$200 

X  .05 

-  10 

$10.00 

$190 

14. 

a. 

October  11 

b. 

October  31 

15. 

Date  Due  to 

Amniint  Diip  with 

Receive  Discount 

Cash  Discount 

a. 

9/15 

$291.00 

b. 

10/11 

$436.50 

c. 

4/10 

$667.00 

d. 

11/26 

$475.00 

e. 

1/10 

$423.00 

Assignment 

Sheet  #7; 

1. 

a, 

$130.00 

b. 

S4.69 

c. 

S3.00 

d. 

S2.29  ' 

2. 

a. 

S5.25 

b. 

sn.BG 

ERIC  V  X  0 


a. 

$4.21 

b. 

S8.00 

■J::-:-  -.  ■  •  .  4, 

a, 

40% 

b. 

44%  _ 

a. 

100% 

b. 

139% 

a. 

$.31 

b. 

$2.50 

V     .      -  7. 

a. 

$1.05 

b. 

S.75 

8. 

a. 

S3.00 

b. 

$4.00 

9. 

a. 

2.4% 

b, 

2.5% 

10. 

a. 

70.2% 

b. 

100% 

c. 

300% 

e. 

350% 
75% 
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Assignment  Sheet  #8 

a.  G'-oss  Margin-Si  00,000 

Nyt  Profit  Before  Income  Taxei"$1 5,000 

b.  Gross  Margin-S55,000 

Net  Profit  Before  Income  Taxes^-S5,000 

c.  Gross  Margin"S5,000 
Net  Loss^'S2000 
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Assignment  Sheet  #9 


a. 

13 

n. 

24,149 

aa. 

3170,42 

b= 

13 

o. 

1  1/8 

bb. 

31,030 

c. 

4 

P- 

2  13/24 

cc. 

18,302 

d. 

91 

q. 

del. 

dOfOU  1 

6  > 

AIR 

O  1 

Go . 

1  8 

f_ 

4,632 

s. 

34 

ff. 

165 

0 

$2,921.42 

82 

99' 

99.804 

h. 

309 

83 

hh. 

8,872 

$,18 

122 

ii. 

31 1 

i. 

457,5 

w. 

215 

1,447 

k  = 

47 

X, 

429 

kk. 

1,950 

L 

$4.31 

y. 

2,042 

rn. 

$23.38 

z. 

978 

a. 

15  qts 

e. 

30  in 

b. 

20  oz 

f. 

7  pts 

c. 

5  1/2  ft 

g. 

27  in 

d. 

12  doz 

a. 

66,  44 

d. 

10,  11 

b. 

10,  14 

e. 

92,  104 

C  i 

38,  44 

Q  * 

S21 

Q 

$.60 

b. 

480 

h. 

$.70 

c. 

10 

i. 

36 

d. 

54 

j. 

20 

e. 

27 

k. 

91 

f. 

$.17 
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a. 


6.  b.  SI  50.00 

c.  S375.00 

d.  S300.00 

e.  S  75.00 

f.  $  75.00 

g.  S600.00 

7.  a.  S23.68 
b.  S32.43 
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1  \ 

1  n 

h         1  \ 

1  n 
1  u 

C,          1  / 

O  1  .uu 

H        1  \ 

nn 
iUu 

*U  1 

oU 

d) 

d) 

ei  ^  nn 
o  1 D  .uu 

Of 

a.D  /  0 

^) 

ci  T  pn 

©.D  1  ^ 

/in 

A  \ 

sn 
oJy  iOU 

b) 

.ODD 

5) 

5.48 

b) 

&24.UU 

5) 

nn 

536, UU 

i  \ 
1  / 

1  % 

t,      1 ) 

5.07 

g.     1 ) 

2) 

10% 

2) 

S.16 

2) 

$10,00 

3) 

35% 

3) 

$.35 

3) 

S18.00 

4) 

3.5% 

4) 

S.57 

4) 

SI  6,20 

5) 

1% 

5) 

S.80 

5) 

S86.00 
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lERCHANDISING 
UNIT  I 


TEST 


Match  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing  the 
appropriate  numbers  in  the  blanks  provided. 


^a.  List  of  goods  shipped,  stating  quantities, 
prices,  and  shipping  charges 

b.  Pricing  merchandise  in  groups;  gives  the 
appearance  of  a  bargain 

c.  List  of  merchandise  that  is  to  be  kept 
in  stock  at  all  times 

d.  Price  per  item 

e.  Counting  items  before  advertising  or 
re-ordering 

f.  Amount  added  to  the  cost  of  goods  to 
arrive  at  the  original  selling  price 

g.  Actual  count  of  the  goods  in  stock, 
usually  taken  two  to  four  times  a  year 

h.  Reduction  of  selling  price  to  a  lower 
price 

i.  Way  cost  of  merchandise  is  pi^^ced  on  the 
sales  ticket  for  inventory  and  other 
planning  and  control  functions 

J.  Shopping  in  other  stores  to  study  the 
types,  quality,  and  prices  of  merchandise 
being  offered  by  competitors  in 
comparison  with  one's  own  store 

k.  Form  on  which  salespeople  may  write 
down  merchandise  asked  for  but  which 
is  not  in  stock  at  the  present  time 

L  Products  made  with  the  trademark  of 
manufacturers  or  producers 


1.  Invoice 

2.  Basic  stock 
list 

3.  Stock  count 

4.  Physical 
inventory 

5.  Cost  code  - 

6.  Comparison 
shopping 

7.  National 
brands 

8.  Private 
'  brands 

9.  Trademark 
(brand) 

10.  Budget 

11.  Memo 

12.  Gross 

13.  Net 

14.  Fashion  goods 

15.  Staple  goods 

16.  Want  slip 
(want  list) 


7  .1 4 


ERIC 


||72-G'" 


 rru 

Merchandise  that  is  always  kept  in  stock 

17. 

Markdown 

Products  made  with  the  trademark  of 

lo. 

Markup  (mark-on, 

r^itailors  or  wholssalers 

initial  markup) 

KloiA/   nnrtHe   lA/ith    a    relat[\/0K/    ehf^rf  life 
!  yi  %  W    UwUUa    Wl  LI  I    Q     iClfltlVoiy     qIiMIL  UlC 

19. 

Unit  pricing 

bpdil  mUl  VimIiUiI  die  Ul  tciiljJUidiy  IIILciCol 

20. 

Multiple '  ■ 

TO  many  jjeople 

pricmg " 

P- 

.    niark,  and/or  symbol  used  to 

21. 

Variable  costs 

de  >^^fy  a  product  or  service 

22. 

Fixed  costs 

VV  '  ' L  lb       1  L  d  1  Lci   nil  5 Apcl Ibsb  dliU  lUbbcb 

^  1  Id  L     6  A^^l  1  35  3/ 

^i^*:  deducted 

23. 

Break-even  point 

Erti  fiate  of  income  and  expenses  for 

24. 

Revenue 

Uv to?:al    before   deductions  are 

25. 

Ratio 

subtree  'rM 

26. 

Net  profit 

I  nfnrrn'^l      i  'tton  rpminrlpr 

27. 

Operating 

expenses  (overhead) 

Time  limits  on  payment  of  purchases 

28. 

Gross  margin 

V. 

Expenses  that  are  different  for  each  item 

(maintained  margin) 

but     are     approximately     the  same 

percentage  of  the  selling  price 

29. 

Cost  of  goods  sold 

 w. 

Merchandise  which  must  be  paid  for  at 

30. 

Net  sales 

time  of  delivery 

31. 

Gross  sales 

Expenses  that  are  about  the  same  for 

every  article  regardless  of  its  cost  or 

32. 

Open-to  buy 

selling  price 

33. 

Perpetual  inventory 

Retail     price     paid     by  consumer; 

system 

sometimes       suggested       by  the 

manufacturer 

34. 

List  price 

z. 

Volume  of  sales  where   the  revenue 

as, 

C.O.D.  (cash  on 

received  covers  costs  and  all  future  sales 

cjy  1 1  Very  I 

represent  profit 

 _aa. 

Record  kept  of  each  item  showing  the 

36. 

Dating 

amount  of  merchandise  put  in  stock, 

37. 

Purchase  order 

withdrawn,    and    on    hand    at  any 

particular  time  without  the  necessity  of 

taking  a  physical  count 

38. 

Stock'Sales  ratio 

Income  from  an  investment 

39. 

Turnovor 
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cc.  Amount  of  money  left  during  a 
given  pefiod  to  purchase 
merchandise  without  going  over  the 
planned  inventory 

  dd.        Relationship    in   amount  or  size 

between  two  or  more  things 

ee.  Total  amount  of  goods  or  services 
sold 

 ^ff.         Amount    of    money    left  after 

payment  of  all  costs  and  expenses 
other  than  income  taxes 

gg.  Gross  sales  less  any  returns  or 
adjustments 

 hh.        Costs  of  running  a  business,  not 

directly  related  to  the  merchandise 
sold 

 ii.         Amount    paid    for  merchandise, 

including  all  shipping  costs 

 jj.         Difference  between  net  sales  and 

cost  of  goods  sold 

kk.  Number  of  times  during  a  given 
period  that  the  average  amount  of 
stock  on  hand  is  sold  and  replaced 

 II.  Form  used  to  order  merchandise 

from      the      manufacturer  or 
wholesaler 

mm.  Relationship  of  retail  stock  to  the 
sales  for  that  month 

Distinguish  between  operations/merchandising  duties  and  sales  promotion  duties 
in  a  business,  Place  an  "X"  in  front  of  those  duties  which  are 
operations/merchandising  duties  and  an  "0"  in  front  of  those  duties  which  are 
sales  promotion  duties. 

 ^a.  Advertising 


b.  Special  promotional  activities 


c.  Providing  customer  services,  roturns,  and  adjustments 

d.  Buying 


e.  Display 
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f ,  Perional  selling 

g.  Stockkeeplng 

 h.  Receiving  and  checking  merchandise 

 i,  Pricing 

j.   Marking  merchandise 
List  three  factors  to  consider  before  buying  merchandise  for  resale, 
a. 
b. 
c. 

Select  from  the  following  list  items  used  to  analyze  a  business's  performance, 
Place  an  "X"  in  the  correct  blanks. 

 ^a.  Sales  records 

 b.  Customers 

c.  Comparison  shopping 

d.  Surveys  of  customKrs 
 e.  Talks  with  sales  representatives 

f.   Trade  journals  and  papers 
inventory  recordi 
Compute  inventory  using  retail  prices  and  cost  codes. 

a.     Given  the  following  number  of  items  and  their  retail  prices,  compute  the 
total  inventory.  Markup  is  25%  of  retail. 

732  items  ®  $2J5 

122  items  ®  S6.50 

682  items  ®  $2.50 

519  items  ®  $7.50 

300  items  ®  SI. 50 
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b.     Given  the  following  number  of  items  and  their  costs,  compute  the  total 
inventory. 

230  items  @  $2.50 
120  items  @  $5.00 
262  items  @  S2J0 
154  items  ®  S5J5 
300  items  ®  $1.00 


6.       Arrange  in  order  the  steps  in  taking  a  physical  inventory.  Place  a  "1"  by  the 
first  step,  a  "2"  by  the  second  step,  and  so  on. 

a.  Have  caller  look  occasionally  to  see  if  checker  is  recording  information 
accurately 

 ^b.  Divide  the  store  according  to  its  layout  or  established  departments 


c.   Have  checker  record  information  on  an  inventory  form 


d.  Have  caller  give  out  information  to  the  checker 


e.   Form  a  team  consisting  of  a  checker  and  a  caller 


f.   Group  merchandise  according  to  price,  type,  and  style 


7.       Define  the  types  of  perpetual  inventory  systems  listed  below, 
a.  FIFO=^ 


b.  LIFO- 
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8.       Compute  average  inventory  in  the  following  situation. 

A  store  had  the  following  beginning  tnvintoriis:  January  S20i000;  February 
$19,000;  March  $19,000;  April  $18,500;  May  $18,000;  June  $19,500;  July 
S22,000;  August  $26,000;  September  $26,000;  October  $22,000;  November 
$20,000;  December  $19,500.  The  ending  inventory  on  December  31  was 
$19,288. 


Compute  stock  turnover  for  the  following  situations, 
a.     In  terms  of  physical  units 

600  watches  were  sold  and  the  average  Inventory  was  50  watches 


On  a  dollar  basis 

Net  sales  were  $150,000  and  the  average  inventory  in  stock  was  $30,000 


O  7  ;  Q 
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Compute  stock-sales  ratio  for  the  following  situations, 

a.     Amount  of  stock  at  retail  at  the  beginning  of  the  month  was  $25,000  and 
the  sales  were  $5,000 


b.     Amount  of  stock  at  retail  at  the  end  of  the  month  was  $20,000  and  the 
sales  were  $4,000 


Compute  open-to-buy  for  the  following  situation. 


Planned  sales  for  the  month  are  $20,000  and  the  amount  of  stock  desired  at 
the  end  of  the  month  Is  $8,000.  There  is  currently  an  inventory  of  $12,000, 
There  is  $500  worth  of  merchandise  being  shipped. 


Match  the  fQllowing  discount  and  shipping  terms  on  the  right  to  correct 
deicriptions  on  the  left  by  placing  the  appropriate  numbers  in  the  blanks 
provided. 


 ^  ^a.  Allowance       for      advertising  the 

merchandise 

b.  Special  discount  offered  those  who  place 
orders  well  in  advance  of 'the  normal 
buying  period 

c.  Special  deduction  from  the  list  price 
stated  in  catalogs 

 __d.  Deduction  given  if  full  payment  is  made 

early 

 ^e.  Payment  of  merchandise  computed  from 

a  date  after  the  merchandise  is  shipped 

 f.   Additional  days,  designated  by  an  "X," 

given  to  the  buyer  before  payment  is  due 

g.  Discount  period  not  beginning  until  the 
day  the  merchandise  is  received  by  the 
store  rather  than  beginning  on  the 
invoice  date 

h.  Amount  must  be  paid  by  the  end  of  the 
month 

 i.    Two  or  more  discounts  deducted  from 

the  list  price 

 j.   Merchandise  remains  the  property  of  the 

seller  and  is  paid  for  after  it  has  been 
sold;  any  unsold  merchandise  may  be 
returned  to  original  seller  if  it  Is  in  good 
condition 

 k,  Point  in  the  transfer  of  merchandise 

where  the  person .  buying  the 
merchandise  begins  paying  the  shipping 
costs 

List  factors  affecting  price. 


b, 


1.  Cash  discount 

2.  Trade  discount 

3.  Seasonal 
discount 

4.  Promotional 
discount 

5=       Chain  (series) 
discount 

6.  E.O.M,  (End 
of  Month) 

7.  R.O.G.  (Receipt 
of  Goods) 

8.  Extra  dating 

9.  Advance  dating 
(postdating) 

10.  F,O.B.  (Free 
on  Board) 

11.  Consignment 
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14.       Apply  the  formulas  used  in  pricing  merchandisa  to  the  problems  listed  on  the 
following  pages. 

FORMULAS  USED  IN  PRICING  MERCHANDISE 


Given 

Cost  price, 
retail  price 

Markup  In  dollars, 
retail  price 

Markup  in  dollars, 
cost  price 

Retail  price, 
7"  markup  in  dollars 

Cost  price, 
markup  in  dollars 

Cost  price,  original 
retail  selling  price 


Cost  price,  final 
sales  price 

Retail  price, 
markup  percentage 

Cost  price, 
markup  percentage 


Estimated  expenses, 
profits,  price 
reductions,  sales 


Original  retail 
selling  price, 
final  sales  price 

Dollar  markdown, 
total  sales 


To  Find 
Markup  in  dollars 

Cost  price 

Retail  price 


Markup  percentage 
(retail) 

Markup  percentage 
(cost) 

Initial  markup 


Maintained  markup 
Cost  price 
Ret  nl  price 
Initial  markup 


Markdown 


Markdown 
percentage 


Procedure 

Subtract  cost  from 
retail 

Subtract  markup  from 
retail 

Add  cost  and  markup 


Divide  markup  by 
retail 

Divide  markup  by 
cost 

Subtract  cost  price 
from  orginal  retail 
selling  price 

Subtract  cost  price 
from  final  sales  price 

Multiply  retail  price 
by  (100%  ^  M%) 

Divide  cost  by 
(100%  -  M%) 

Add  expenses,  profits, 
and  price  reductions; 
divide  this  figure  by 
(Sales  +  Reductions) 

Subtract  final  sales 
price  from  original 
retail  price 

Divide  dollar  markdown 
by  total  sales 


7;i2 
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a,     Find  the  markdown  if  the  original  retail  selling  price  is  $10JS  and  the 
final  sales  price  is  $6.95. 


b.     Figure  the  retail  price  if  the  cost  price  is  $2.55  and  the  markup  percentage 
is  15% 


c.     Find  the  retail  price  if  the  cost  price  is  $115  and  the  markup  is  $15. 


d.     Find  the  initial  nnarkup  if  the  cost  price  is  $4.00  and  the  original  retail 
selling  price  is  $6.50. 


e.     Find  the  markup  in  dollars  if  the  cost  price  is  $52,00  and  the  retail  price 
is  $60,00. 


f.     Find  the  maintained  markup  if  the  cost  price  is  $3.25  and  the  final  sales 
price  is  $400. 


g.     Figure  the  markup  percentage  of  cost  if  the  cost  price  is  $25.00  and  the 
markup  is  $25.00, 
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h.     Find  the  markup  percentage  of  retail  if  the  retail  price  is  $50  and  the 
markup  in  dollars  is  $20. 


Find  the  cost  price  if  the  markup  in  dollars  is  $2.00  and  the  retail  price 
is  $7.25. 


j.      Find  the  cost  price  if  the  markup  percentage  is  25%  and  the  retail  price 
is  $15.95. 


IB.   .    List  five  categoriei  of  operating  expenses  for  a  business, 
a. 
b. 


c. 
d. 

16,       Complete  a  profit  and  loss  statement  using  the  following  information:  net  sales 
$600,000;  cost  of  goods  sold  $300,000;  and  operating  expenses  $95,000. 
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17,       Complete  a  diagnostic  test  of  basic  business  math  to  discover  areas  which  need 
further  study. 

(NOTE:  If  the  above  activity  has  not  been  accompiished  prior  to  the  test,  ask 
your  DE  teacher-coordinator  when  it  should  be  completed.) 
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MERCHANDISING 
UNIT  I  . 


ANSWERS  TO  TEST 

a.  1  k.     16                u.     36                ee.  31 

b.  20  I.      7                   V.     21                  ff.  26 

c.  2  m.     15                  w,     35                  gg.  30 

d.  19  n,     8                   X.     22                 hh.  27 

e.  3  o.     14                  y,     34                  ii.  29 

f.  ,18  p.     9                  z,     23                 jj.  28 

g.  4  q.     13                aa.    33                kk.  39 

h.  17  r.      10                 bb.   24                 II,  37 

i.  5  s,      12                 cc,    32                 mm.  38 
j.      6  t,      11                 dd,  25 

a.  0  f.  0 

b,  0  g.  X 
C.     X  h,  X 

d.  X  i.  X 

e,  0  j.  X 
Any  three  of  the  following: 

a.  Figures  from  previous  year 

1  j  Sales  records 

2)  Stock  recorcJ' 

3)  Purchase  orders 

4)  Markups 

5)  Markdowns 

b.  What  merchandise  was  selling  well  in  a  particular  recent  month 
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4. 

5. 


ci.      Stylou  Uiut  may  cliuntji^  rupitiiv 

(i.       VVhfitliOf    iriO  (k'p.^?  nii;;Ml    Of    \}^\'-A\U:v^        qiow^nn  Or   [iold';^'!  Ms  (iV/n 

n         uMUjtl'i  of   tjn^i'  htMori;  nii/rf.JKincjisH  c:aJi  bu  recei'-^^^ 
1-i         NoHMjer  ol   riKjLihHiy  ^^iHioflulcd  deliViMios 

C'v;!  oi  sfiippinq 
[]       Cm nueti ti{jii'^  jctivhios 

\.      S(mml\c^\  fluctUfiliuns 
j.      Special  evonis  to  bo  obsorvCHi 
-i.  b,  c,  ci,       f,  q 


4) 


732  ^  $2.95 

132  a. BO 

vj^  2.50 

519  P  7.50 

300  P  1.50 


S2I59.40 
793.00 
1705,00 
3892.50 
'  ^^^50.00^ 

W.90     TuUi!  invi.ntury 
ui  rntaii 


S  8999J0 

]  79f}9R0_ 
■^"32249:9750 

230  52.50 
120  5,00 
262  @  2.50 
154  #  5.75 
300  P  100 


22.19. 9£ 
S6 749,92      Tottil  iiivc'nt(.)ry 
at  cosi 


lota!  "ujrkuf) 


S  575,00 
600.00 
6t)5,00 
885-60 

83015.50    Totiii  inviMitCHV  »t  (;0!;r 
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a,  FIFO-First  items  placed  in  stock  are  the  first  ones  taken  out 

b.  LIFO-'Newest  items  pliced  in  stock  are  the  first  ones  taken  out 

January  1  S  20,000  S20676 

February  1  19,000  13  I  8268,788 

March  1  19,000  26 

April  1  18,500  87 

IVIay  1  18,000  28. 

June  1  19,500  98 

July  1  22,000  Jl 

August  1  26,000  78 

September  1  26,000  78. 

October  1  22,000  0 

November  1  20,000 

December  1  19,500 

December  31  19,288 


3268,788 


a.  600  =  12 
50 

b,  51 50  j)  00  = 
S  30,000 

a,  525,000  ■=  5:1 
S  5,000 

b.  520,000  =  5:1 


S  4,000 


520,000  312,000  328,000 

■    8,000  +       500  -  12,500 


528,000  512,500  815,500 

a.  4  g.  7 

b.  3  h.  6 

c.  2  i,  5 

d.  1  j.  11 

e.  9  k.  10 

f.  8 

a.  Cost  of  merchandise 

b.  Overhead  expenses 


Desired  profit 
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14,       a.  S10.95 

-  6.95 
TT.OO 

b.  S3. 00 
.85Ar2765A00 

255 

c.  S1 15 
+  i5 

"  $130 

cl,  S6.50 

e.  S60.00 
$8,00 

f.  S4.00 
-  3.25 


S  ,75 


g.  1,00  100% 

2500 


S25,O0ArS25;O0A00 


.40    -  40'3 


.$50 .OOa  rS20700 aOO" 
20000 

S7.25 
-  2,00 


S5.25 


j.  S  15.95 

X  .75 
"  7975 
111  6b__ 
SI  1.9625    -      S1 1.96 

15.        Any  five  of  the  following: 

a.  Soiaritjs  and  wages  of  all  man.agomant,  sals's,  and  offici;  Dmpioyet?:; 

b.  .All  types  of  advertising  expenses 

C,  Depreciation  on  buildings,  furniture,  fixturi;;;,  md  (ielivnry  RquifHnein 
d.  Rent 
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e.  Storo  sLi|)j)lios 

f.  DGlivery  expenses 

g.  CoirinHniicdiiQii  nxpLMist.'S 

h.  TdKu^  oil  rDurcfieindiBL'  aiicj  pLMsuiUil  |)iQ[3ii!ty  userl  In  the  I'jusintiss 

i.  RtjfDtiirs  on  buildinys,  fixtures,  aiul  fK|Liipmen! 
j.  InsLircmco 

k.  Traveling  expuiistis  to  niarkiu,  U'ddo  shows,  cincl  trade  association  convniuions 

h  Bad  delit  lossus 

rn.  DuficiuonH 

n,  MeHTiborsh if.)  duns  in  tradt)  associations,  cfianiber  of  conirnerce,  [irofcsslorial 
and  civic  ofgani^ations 

o.  MiscellaneoLis 


16. 


Nut  belles 


S600.000 
-  300,000 
S300.000 


Cost  of  Goods  Sold 
Gross  Margin 


Operating  Exf.ieinsGS 
Not  Profit  Before 


95,000 


Income  Taxes 


8205,000 


17, 


Evaluated  to  the  satisfaction  of  tlie  teacher=coordinator 
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STORE  ORGANIZATION 
.     UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  acquainted  with  thf)  various  types 
of  store  ownership,  internal  store  structure,  and  classifications  of  merchandise.  This  will 
be  accomplished  by  selecting  from  lists  true  statements  about  types  of  business 
organisations  and  line  and  staff  organizational  charts  and  by  matching  classifications  of 
merchandise  to  descriptions  of  each.  This  knowledge  will  be  evidenced  by  a  score  of 
eighty^five  percent  on  the  unit  test. 


SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 


1. 


Match  terms  associated  with  store  organization  to  the  correct  definitions. 


2. 


Select  from  a  list  true  statements  about  types  of  business  organizations. 


3. 


Select  from  a  list  true  statements  about  line  and  staff  organizational  charts. 


4. 


Match  classifications  of  merchandise  to  descriptions  of  each. 
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STORE  ORGAfSIIZATION 
UNIT  I 

SUGGESTED  ACTIVITIES 

L    Teacher  Coordinator: 

A.  Give  pretest  using  objectivD  sheet. 

B,  Invite  lawyer  to  speak  on  partnership  agreements,  incorporation,  and  other 
related  topics. 

Invite  an  insurance  agent  to  speak  on  types  of  insurance  for  various  business 
organizations, 

D.  Provide  student  with  objective  sheet. 

E.  Provide  student  with  information  and  assignment  sheets. 

F.  Assign  students  to  report  on  the  kinds  of  businesses  discussed  in  this  unit 
that  are  found  in  their  community. 

G.  Make  transparencies. 

H.  Discuss  unit  and  specific  objectives. 

L      Discuss  inforniatiori  and  assignment  sheets. 

J.      Give  test. 

K.     Reteach  if  necessary. 

L.     Test  again  until  rninimum  standard  is  reached, 
IL  Student; 

A.  Read  objective  sheet, 

B,  Study  information  sheet. 
I       C.     Take  notes, 

D,  Complete  assignment  sheet. 

E.  Take  tnsi(s), 
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INSTRUCTIONAL  MATERIALS  .  ^ 

1.    Included  in  this  unit: 
A*    Objective  sheet 

B.  Information  sheet 

C.  Transparency  masters 

T       TM  l"Line  Organization 

2,       TM  2"Line  and  Staff  Organization 

D.  Assignment  Sheet  #1 --Organizational  Chart 

E.  Test 

F.  Answers  to  test 
IL  References: 

A,  Richert,  G.  H.;  Meyer,  Warren  G,;  Haines,  Peter  G.;  and  Harris,  E.  Edward. 
Retailing  Principles  and  Practices,  6th  ed.  Dallas,  Texas:  Gregg  and 
Community  College  Division/McGraw-Hill  Book  Co.,  1974. 

B.  Mason,  Ralph  E.;  Rath,  Patricia  Mink;  and  Ross,  Herbert  L.  Marketing  and 
Distribution.  2nd  ed.  Dallas,  Texas:  Gregg  and  Community  College 
Divislon/McGraw  Hill  Book  Co.,  1974. 
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STORE  ORGANIZATION 
UNIT  I 


INFORMATION  SHEET 


Terms  and  definitions 


A,  Rotailer-Business  which  sells  goods  in  relatively  small  quantities  directly 
to  consumers 

^-^^'H^^^^'"'  Business  which  sells  products  in  large  quantities  to  retailers, 
government,  industries,  or  institutions  for  resale  or  biisiness  use 

C.  Rack  jobber  -Kind  of  wholesaler,  most  commonly  foimd  in  grocery  stores, 
who  sells  nonfood  \mm  to  retailers  and  who  assumes  the  retailing  duties 
of  marking  prices,  selecting  merchandise  to  display,  and  replacing  old 
merchandise  with  fresh  items 

D.  Organizational  chart-Picture  of  the  division  of  responsibility  in  a  business 
organization 

E.  Line  controh^Authority  in  a  business  traced  in  a  direct  path  from  the  top 
manageftient  down  to  the  lowest  administrative  unit  in  the  organization 
(Transparency  1) 

F.  Staff  control-  Specialists  added  to  d  DLJsiness  organization  for  the  purpose 
of  giving  advice  and  assistance  (Transparency  2) 

Utility-Usefulness  added  to  products  by  changing  their  form  or  by  getting 
tliem  to  the  customers  at  the  most  convenient  time  and  place 

Example:         Late  store  hours,  sfiopfjing  center  locations 

Types  of  business  organizations 


(NOTE:  Tiiere  may  be  some  overlapping  of  these  classifications.  For  example, 
a  chain  store  may  also  be  a  corporation.  Also,  this  list  of  business  organizations 
is  not  meant  to  be  all  inclusivej 

A.     I  nd  i  vi  du  a  I  p  ro|3ri  e  to  rsh  ip 

1.        Is  owned  and  managed  by  one  person 


2.  Gives  freedom  of  action 

3.  Stiinulau^H  pfidfi  in  uvvfii/rship 

'/ ;:;  i 


4.  May  join  with  oihur  Hiorny  or  of yuni.<atians  iu  mii)  buvinn  f)awHr 
EXiiiripkv;  l.G.A.  ( I iKk-pcnclciil  (jrocujiH*  Associcj lion) 

5,  Requires  owner  to  {}f}^i{  .rl  experm^^ 

ExninijU?:         ii^iuriiSl  cost  on  loan  in  slHrt  [juH(ruM>3 
Parlnorship. 

1.  Is  ovvne^i  and  managed  by  two  or  more  people 

Z,        Gives  additionai  finances  and  management  ability  to  the  business 

3.  Recjniies  profits  to  be  divided  among  partners 

(NOTE:  The  responsibilitius,  duties,  and  share  of  profits  should 
bo  stated  clearly  in  writing  l^efore  the  partnership  begins.) 

4.  Makes  each  partner  responsible  for  business  contracts  made  Liy 
the  otlier  partners 

5.  IVlay  dissolve  vvhon  parineis  dtsayft^e  or  when  one  partner  dies 
CorfKjration 

K        Is  owned  by  stocktiokJers 

(NOTE;  There  ineiy  be  snvt^ral  thousand  stnckholders,) 

2.  Is  financed  by  the  sale  ol  block 

3.  Is  mfiii^acjed  by  a  hcHird  o\  dnnctors 

4.  Reciuifus  that  f:)rufiis  be  slivifj^Hl  arnonr]  stockholders 

5.  Requires  a  chnrter  frofn  the  state,  which  allows  the  camf}tHiy  to 
conduct  i)usiness  transactions  as  a  sinyle  (person 

6.  Hlas  hi^avy   tdxes  nncj  (jovei  n'mMit  rfiSlr  intionis 

7.  Hkis  irt}niendau!i  [)u5niljilitiub  k;r  (iiowth,  exfjei  t  niafuuienieni,  arul 
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Cooperative 

Examples:        Rurnl  Eluclric  Cooperative,  fcirniors'  cooperatives 

1.  Is  owned  and  operatod  by  mem(:)ers  of  the  organizaLion  for  the 
benefit  of  the  organizeition's  members 

2.  Is  financed  by  the  Scile  of  stock 

3.  Is  managed  by  a  board  of  directors 

4.  Requires  that  profits  be  divided  among  stockholders 

5.  Allows  its  members  to  buy  goods  in  quantity  so  the  goods  can 
be  bought  at  a  lower  price 

Chain  store 

Example:        Safeway,  Montgomery  Wards 

1.  Consists  of  four  or  more  stores  of  a  similar  type 

2.  Is  centrally  owned 

3.  Has  centraffy  controffed  operations 

Example:         Centralized  purchasing  and  personnel  administra^ 
tion 

4.  May  receive  special  discounts  for  buying  in  large  quantities  or 
^  directly  from  the  manufacturer 

5.  May  have  difficulty  in  buying  for  local  situations 

6.  Will  prubably  specialize  in  fast-selling  merchandise 
Branch  store  i 

(NOTE:  Branch  stores  resemble  chain  stores  in  many  ways  but  are  usually 
more  self  governing  than  chain  stores.) 

Example:        Store  in  a  shopf)ing  center  wfiich  is  an  extension  of  a 
downtown  store 

1.  Consists  of  stores  of  sifnilar  tyf3o 

2.  Is  respansible  for  its  own  stock 

(NOTE:   A  l)rcinch  uorn,  ihuH,  may  have  a  wider  varinty  of 
miMcluHulisn  ihan  a  chiiin  store.) 
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3,        May  centrali2f»  a  ftiw  apertilions 

Example:         Collective  advertisino  effort 

G.  Franchise  '^i 

Examples:       McDoriaid's,  Baskin  Robbins  Ice  Cream  Store,  Holiday  Inn, 
Avis  Rent^A^Car,  Pepsi^Cola  vvholesaler,  auto  agencies 

1.  May  be  independently  owned 

2.  Is  granted  exclusive  right  by  the  manufacturer  to  sell  goods  or 
services  in  a  particular  market  area 

3.  Has  rules ;  for  the  operation  established  by  the  manufacturer  in 
exchange  for  use  of  tlio  company's  name 

4.  Receives  help  in  financing,  record  keeping,  sales  proniotion,  and 
management 

H.  Leased  dealership 

Examples:        Many  major  service  stations 

Beauv;  -ihops,  optical  products,  and  soda  fountains  found 
in  department  stores  but  leased  to  persons  with  special 
knowledge  in  those  areas 

1.  Is  owned  and  maintained  by  a  company 

Example:         Company  owns  kincL  building,  and  equipment 

2.  Is  leased  to  someone  to  operate 

Example:         Lessee  would  own  the  niercharidise 

3.  Receives  benefits  of  the  company's  national  advertising 

4.  Requires  less  initial  investment  to  cjet  started  than  an  independent 
retailer 

L      Sideline  store-Is  owned  and  operated  by  groups  or  individuals  with  other 
major  interests 

Examples:       Store  operated  by  an  industrial  f)lyfit  for  the  benefit  of 

employees  iocated  in  isolated  areas  i 

Army  post  exchanye 

Store  opnrateti  by  a  utility  nornfiany  to  sell  appliances  u^ing 
elecuricify  or  ya& 
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J,     ConglomeratB'-Owns  a  wide  variety  of  unrelated  businesses 

Example:        J,  C.  Penney  CDmpany  operates  department  stores  and  a  drug 
store  chain 

K.     Merchant  wholesaler 

(NOTE:  This  type  of  business  ^organization  is  also  known  as  a  regular 
wholesaler  or  service  wholesaler.)  * 

EKample:  Rack=jDbber 

1.  May  carry  a  variety  of  lines  or  deal  in  a  specialty  line  of  goods 

2.  May  provide  all  or  a  limited  number  of  wholesaling  services 

EKamples:  Sell  for  the  manufacturer,  store  the  products, 
allocate  the  products  in  smaller  quantities  than  the 
manufacturer  can,  transport  the  products,  extend 
credit  to  the  retailer,  assist  in  sales  pr'omotion, 
provide  marketing  information  from  research  or 
the  wholesaler's  numerous  contacts 

L,  Agent 

Examples:       Agricultural  products  or  livestock  agent,  medical  drug  agent, 
stock  broker,  real  estate  broker,  beller  of  iron  ore 

1,  Assists  manufacturers  in  buying  and  soiling 

2,  Is  paid  by  a  commission 

(NOTE:  This  is  a  percent  of  the  total  salej 

3.  May  not  take  title  to  the  goods 

4.  May  not  physically  handle  the  goods 

II L    Line  and  staff  organizational  chart  (Transparencies  1  and  2,  Assignment  Sheet 
#^)  ' 

(NOTE:  A  business  may  be  entirely  o  line  organiHation  or  a  combination  line 
and  staff  organization  J 

A,  Shows  line  of  authority  and  resfionsibility 

B,  Shows  advisory  function  of  siaH  memijers 
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C.  Indicates  line  of  promotion 

D.  Prevents  duplication  of  efforts 
IV,    Classifications  of  merchandise 

(NOTE:  The  kind  of  product  determines  the  amount  of  technical  knowledge 
needed j 

A.  Industrial  goods^^Products  usually  used  in  the  operation  of  a  busmess 
EKafTiples:       Computers,  secretarial  supplies  and  equipment 

B.  Consumer' goods-^Products  used  by  the  ultimate  consumer 

...    1,       Soft  line-Consurfier  goods  which  are  not  generally  expected  to 
last  a  long  time 

Examples:        IVIost  clothing,  shoes,  linens,  and  other  textiles 

2-        Hard  line^^Consumer  goods  which  are  generally  expected  to  last 
a  long  time 

Examples:       Appliances,  furniture,  hardware 
3.        Food  line-Edible,  perishable  consumer  goods 
Examples:       IVIeat,  milk,  pastry 

C.  Convenience  goods-Products  purchased  usually  on  an  impulse  and  which 
can  be  found  in  many  different  locations  without  going  from  store  to  store 
for  the  best  buy 

EKamples:       Cigarettes,  chewing  gum,  razor  blades,  flash  cubes,  light  bulbs 

D.  Shopping  goods-Products  purchased  usually  only  after  comparing  quality 
and  price  in  several  stores 

Examf)les;       Clothing  and  furniture 

E.  Specialty  goods-Partlcular  brand  of  product  that  the  consumer  will  make 
a  special  effort  to  obtain 

Examples:       Expensive  clothes,  automobiles 
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Line  Organization 


Line  and  Staff  Organization 


Adv  Specialist 


1 

Branch  Manager 

 1 , 

Sa  es 

persons 

Salespersons 


D 

m 
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UNIT  I 


ASSIGNMENT  SHEET  #1=-0RGANI2ATI0NAL  CHART 


Answer  the  following  questions  about  the  organizational  chart  below. 

Line  and  Staff  Organization 


Prasident 


Production  Manager 


Salei  Manager 


Treasurir 


Adv  Speciiliit 

Asst  Sales  Mgr 

1  ^--1- 

Mkt  Res  Spec 

%  ■- 

Branch  Maniger 


Salespirsons 


Branch  Managgr 


Salespersons 


a.  Who  is  responsible  for  production? 

b.  Who  has  direct  authority  over  the  branch  managers? 

c.  Who  do  the  advertising  specialist  and  market  research  specialist  advise  and 
assist? 

I.     What  is  the  most  logical  series  of  steps  for  a  salesperson  to  go  through  to 
become  a  sales  manager? 
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UNIT  I 


ANSWERS  TO  ASSIGNMENT  SHEET 


1.  a.     Production  manager 

b.  Assistant  sales  manager 

c.  Branch  managers 

d.  From  salesperson  to  branch  manager,  to  assistant  sales  manager,  to  sales 
'  manager 

2.  Answered  to  satisfaction  of  the  DE  teacher^cqordinator 
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UNIT  I 


TEST 


Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided. 


a.  Picture  of  the  d'vision  of  resrsonsibilftv 

1, 

Utility 

in  a  bLisiness  orqanization 

2- 

Staff  control 

b.  Kind   of   wholesaler,  most  commonly 

found    in    grocery    stores,    who  sells 

3. 

Line  control 

nonfood   items   to   retailers  and  who 

assumes  the  retailing  duties  of  marking 

4. 

Organizational 

prices,  selecting  merchandise  to  display, 

chart 

and  replacing  old  merchandise  with  fresh 

items 

5. 

Rack^jobber 

c.  Authority  in  a  business  traced  in  a  direct 

6. 

Wholesaler 

path  from  the  top  management  down  to 

the  lowest  administrative  unit  in  the 

7, 

Retailer 

organization 


_d.  Btisiness  which  sells  products  in  large 
quantities  to  retailers,  government, 
industries,  or  institutions  for  resale  or 
business  use 


_e,  Specialists  added  to  a  business 
organization  for  the  purpose  of  giving 
advice  and  assistance 


 f.    Business  which  sells  goods  in  relatively 

small  quantities  directly  to  consumers 

g.  Usefulness  added  to  products  by 
changing  their  form  or  by  getting  them 
to  the  customers  at  the  most  convenient 
time  and  place 

Select  from  the  list  below  true  statements  about  types  of  business  organizations. 
Place  an  "X"  in  the  correct  blanks. 

  a.  Partnership  is  owned  and  managed  by  one  person 

b.  Individual  proprietorship  gives  freedom  of  action  and  stimulates  pride 
in  ownership 

747 


Individual  proprietorship  myy  join  with  other  stores  or  organizations 
to  gain  buying  power 

Partnerships  are  formed  to  give  additional  finances  and  management 
ability  to  the  business 

_e.  Partnership  may  dissolve  when  partners  disagree  or  when  one  partner 
dies 

f.   In  a  partnership  each  partner  is  responsible  for  business  contracts  made 
by  the  other  partners 

J,  Corporation  is  owned  by  stockholders 

_h.  Profits  in  a  corporation  are  divided  among  the  board  of  directors 

J.   Corporation  requires  a  charter  from  the  state,  which  allows  the  com- 
pany to  conduct  business  transactions  as  a  single  person 

J.    Cooperative  allows  its  members  to  buy  goods  in  quantity  so  the  goods 
can  be  bought  at  a  lower  price 

_k.  Chain  store  consists  of  four  or  more  stores  of  a  similar  type 

J.    Branch  store  is  centrally  owned  and  operated 

_m.  Chain  store  Is  responsible  for  its  own  stock 

_n.  Franchise  may  be  independently  owned 

_o.  Franchise  Is  granted  eKclusive  right  by  the  manufacturer  to  sell  goods 
or  services  in  a  particular  market  area 

__p,  Franchise  has  rules  for  the  operation  established  by  the  manufacturer 
in  exchange  for  use  of  the  company's  name 

_q.  Franchise  receives  help  in  financing,  record  keeping,  sales  promotion, 
and  management 

_r.   In  a  leased  dealership  the  business  is  owned  and  maintained  by  a 

company  but  is  leased  to  someone  to  operate 

_s.   Leased    dealership   receives   benefits   of   the   company's  national 
advertising 

t.    Leased  dealership  requires  a  larger  initial  investment  to  get  started  than 
an  independent  retailer 

u:;  Merchant  wholesaler  may  carry  a  variety  of  tines  or  deal  in  a  specialty 
line  of  goods 

V,  Merchant   wholesaler   may  provide  all   or  a   limited   number  of 
wholesaling  services 
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w.  Agont  assists  manufacturers  in  buying  and  selling 


 X.  Agent  is  paid  by  a  commission 

y.  Agent  may  not  take  title  to  the  goods  or  even  physically  handle  the 
goods 

 z.  Conglomerate  and  sideline  store  are  two  different  names  for  the  same 

type  of  store  organization 

3,       Select  from  the  list  below  true  statements  about  line  and  staff  organizational 
charts.  Place  an  "X"  in  the  correct  blanks. 

 ^a.  Show  that  staff  members  have  the  most  authority 


b.  Show  the  advisory  function  of  line  members 


c.   Indicate  the  line  of  promotion 


d.  Prevent  duplication  of  efforts 

4.       Match  the  classifications  of  merchandise  on  the  right  to  correct  descriptions  on 
the  left.  Place  the  appropriate  numbers  in  the  blanks  provided. 


a. 

Particular  brand  of  product  that  the 

1. 

Industrial  goods 

customer  will  make  a  special  effort  to 

obtain 

2, 

Consumer  goods 

b. 

Products  purchased  usually  only  after 

3, 

Soft  line 

comparing  quality  and  price  in  several 

stores 

4, 

Hard  line 

c. 

Products    purchased    usually    on  an 

5, 

Food  line 

impulse  and  which  can  be  found  in  many 

different  locations  without  going  from 

6, 

Convenience  goods 

store  to  store  for  the  best  buy 

7. 

Shopping  goods 

d. 

Products  usually  used  in  the  operation 

of  a  business 

8. 

Specialty  goods 

e.  Products  used  by  the  ultimate  consumer 

f.  Consumer  goods  which  are  not  generally 
expected  to  last  a  long  time 

g.  Consumer  goods  which  are  generally 
expected  to  last  a  long  time 

h.  Edible,  perishable  consumer  goods 
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ANSWERS  TO  TEST 


a. 

4 

b. 

5 

c. 

3 

d. 

6 

e. 

2 

f. 

7 

9' 
b. 

1 

c,  d 

d 

d> 

o 
o 

b. 

7 

c. 

6 

d. 

1 

e. 

2 

f. 

3 

g- 

4 

h. 

5 
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ECONOMICS  OF  FREE  ENTERPRISE 
UNIT  I 


UNIT  OBJECTIVE 


After  completion  of  this  unit,  the  student  should  be  able  to  list  necessary  production 
resources,  government's  roles  in  the  economy,  things  that  determine  elasticity  of  demand, 
and  the  benefits  of  competition  and  profit.  He/she  should  be  able  to  select  from  a  list 
the  ways  prices  influence  the  economy  and  to  match  the  economic  goals  of  Americans  to 
statements  concerning  each.  He/she  should  also  be  able  to  discuss  the  roles  of  individuals 
and  businesses  in  the  economy,  discuss  the  function  of  supply  and  demand,  and  apply 
economic  principles  to  business  situations.  This  knowledge  will  be  evidenced  by  scoring 
eighty-five  percent  on  the  unit  test. 


SPECIFIC  OBJECTIVES 


After  completion  of  this  unit,  the  student  should  be  able  to: 

1.  Match  terms  associated  with  economics  of  free  enterprise  to  the  correct 
definitions. 

2.  List  the  resources  necessary  for  production  of  goods  and  services. 

3.  Match  the  economic  goals  of  American  people  to  statements  describing  each 
goal. 

4.  List  the  roles  of  government  in  the  economy, 

5.  Discuss  the  roles  of  individuals  and  businesses  in  the  economy. 

6.  Discuss  the  function  of  supply  and  demand  schedules, 

7.  ^     List  the  things  that  determine  the  degree  of  elasticity  of  demand, 

8.  Select  from  a  list  the  ways  prices  influence  the  economy, 

9.  List  the  benefits  of  competition  and  profit, 

10.  Apply  economic  principles  to  business  situations. 
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SUGGESTED  ACTIVITIES 


L  Teacher'Coordinator: 

A.  Provide  student  with  objective  sheet. 

B.  Give  pretest  using  objective  slieet. 

C.  Order  films. 

D.  Provide  student  with  information  sheet. 

E.  Make  transparencies. 

F.  Discuss  unit  and  terrM^nal  objectives. 

G.  Discuss  information  and  cissignment  sheets. 

H.  Participate  in  Free  Enter[)rise  Project  sponsored  by  the  Phillips  Petroleum 
Company, 

I.  Give  test, 

J.  Reteach  if  necessary, 

K.  Test  again  until  minimum  standard  is  reached, 
IL  Student: 

A,  Read  objective  sheet, 

B,  Study  information  sheet. 

C.  Take  notes. 

D.  Take  test(s). 


INSTRUCTIONAL  MATERIALS 


Included  in  this  unit; 


A 


Objective  sheet 


B 


1  !iformatiOn  sheet 


C 


Transparency  masters 


1, 


TM  I^^AIternate  Uses  for  Scarce  Land 


2. 


TM  2"Alternate  Uses  for  Scarce  Capital 
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1  IVI 

A 
'f , 

I  iVI 

C 

o. 

1  IVI 

np^lrp  fnr  Rtabi M tv        Desi re  for  FreGdom 

TM 

6-"Desire  for  Security  vs  Desire  for  Efficiency 

7 

TM 

7-Desire  for  Growtli  vs  Desire  for  Justice 

Q 

o. 

TM 

i  1 V  1 

8-Circular  Flow  Between  Government  and  the  Public 

Q 

TM 

i  iVI 

Q.-Pirnilar  PInw  Rptwppn  Prnrhippr^  and  thp  Public 

1 U. 

T^/l 

1  IVI 

ly^'SUppiy   ailU    LJemdliU  ouneuuic 

n. 

TM 

11  ^-Supply  and  Demand  Curves 

12. 

TM 

12'^Ways  Prices  Influence  the  Economy 

13. 

TM 

13-^USA  vs  USSR  Comparative  Standard  of  Living 

14. 

TM   14-USA  vs   USSR   Comparative   Standard   of  Living 
(Continued) 

D.  Assignment  Sheet  #1-Application  of  Economic  Principles 

E.  Test 

F.  Answers:to  test 

IL    Reference^-Calderwood,  James  D,  and  Fersh,  George  L,  Economics  for  Decision 
Making.  New  York;  Macmillan  Publishing  Co,  Inc.,  1974, 

ML  Films: 

A.     "Free  Enterprise-What's  That?" 

"Profits," 

(NOTE:  The  above  films  are  available  from  Mr,  D,  E,  Braden,  Director 
of  Marketing  nnd  Training;  Phillips  66;  334  Adams  Building;  Bartlesville, 
Oklahoma  74004.) 

C.  "The  Kingdom  of  Moncha,"  Available  from  Mr,  Jim  Patterson,  Manager; 
Public  Affairs;  Standard  Oil  Company  (Indiana);  200  East  Randolph  Drive, 
MC  3707;  Chicago,  Illinois  60601. 
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INFORMATION  SHEET 


Terms  and  definitions 

A.  Economics-Study  of  how  [jersons  can  best  consume,  produce,  and  distribute 
goody  find  services  to  try  to  satisfy  their  never-ending  and  evernncreasing 
wants 

B.  Allocation-Choosing  among  the  variety  of  ways  of  consuming  or  using 
scarce  resources  to  produce  the  goods  and  services  wanted  (Transparencies 
1,  2,  and  3) 

C.  Economic  systt^m-Organized  system  whereby  a  country  allocates  resources 
among  alternative  uses 

D.  Opportunity  cost-True  value  of  what  individuals  and  societies  must  give 
up  when  they  decide  to  use  a  resource  to  produce  one  good  or  service 
instead  of  another 

E.  Micro^economics-Looking  at  an  individual  part  of  the  economy,  such  as 
an  individual  cun^umer,  individual  business,  or  a  market  for  a  particular 
product 

F.  Macro  economics- Looking  at  the  whole  economy,  such  as  the  rate  of  growth 
for  the  country,  inflation,  total  employment,  and  total  production 

G.  Specialization-Individuals  or  countries  doing  the  jobs  they  are  best  fitted 
to  perform  instead  of  dividing  their  resources  among  many  different  jobs 

Example:         Detroit  is  the  center  of  the  auto  industry;  Miami  Beach  is 
a  vacation  resort;  Brazil  is  known  for  coffee 

H.  Inturdependence-Depending  on  otfiers  to  ijrovide  most  goods  and  services 
as  a  result  of  specialization  (Transparency  4) 

I.  Free  enterprise-System  where  most  (production  is  done  by  privately  owned 
corporations,  partnerships,  and  private  citizens  in  a  free  market;  sometimes 
called  private  enterprise 

J.  Denitjnd-Amount  of  a  good  or  service  a  customer  will  want  to  buy  at 
different  prices  at  a  particular  time 

K.  Supply  -Amount  of  goods  or  serviccF^  that  v^ill  bo  offered  for  sale  at  different 
prices 
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L.  El-isticity '-How  nuich  thu  dunuincl  for  i\  good  or  service  will  increase  if  the 
price  is  lowurcul  or  huw  niucli  Ihe  clfcjmand  will  decrease  if  the  prico  is 
raisud 

Example:         If  tlie  |3rice  of  cars  wore  cut  by  50  percent,  tlie  demand 
would  f )  r  0  b  ti  b !  V  i  u  c  r  e  ci  h  u  greatly 

Ifiulasticity-Conditiun  where  demand  is  not  nffected  much  by  a  change  in 
price 

Examplu:         If  the  price  of  salt  wore  cut  by  50  percent,  the  demand 
v»^iuld  not  increase  very  much 

N.  Product  market-Where  goods  and  services  are  sold  by  producers  to 
consumers  who  in  turn  pay  money  to  the  producers  for  these  goods  and 
services  (Transparency  9) 

0,  Factor  market-^Where  the  factors  of  production  (labor,  management, 
property,  and  savings)  flow  from  the  public  to  the  producers  and  where 
money  payments  (wages,  salaries,  interest,  rent,  and  dividends)  flow  from 
the  producers  back  to  the  public  (Transparency  9) 

P.  Communism-Economic  and  political  system  where  the  government  leaders 
try  to  achieve  equality  by  controlling  almost  ajj_  property  and  production 
and  by  deciding  how  and  to  whom  goods  and  services  are  distributed 


Examples;       U.S.S,R,,  China 


Q.  Capitalism-Economic  and  political  system  characterized  by  elected 
representatives,  limited  government  control,  and  freedoms  such  as  the 
freedom  of  speech,  the  right  to  own  property,  ritjht  to  choose  a  job,  and 
the  freedom  of  religion  (Transparencies  13  and  14) 

(NOTE:  The  term  capitalism  is  often  used  interchangeably  with  the  term 
free  enterprisB  or  private  enterprise,) 

Example:        United  States 

R.  Socialism-Economic  and  political  system  where  the  government  controls 
most  means  of  production 

Example:        Great  Britain 

S,     Assets^=Everything  owned  by  or  due  a  business 

Example:        Cash,  money  due  it,  inventory,  buildings,  patents 
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T.     LialiiliiitiS-AII  cUiims  ayciinst  a  corf)oration 

Examnle:        Salaries,  dividends,  taxes,  mortgagos,  loans 

U.     Natural  resources-Land,  water,  lumber,  minerals,  fuel 

V.     Labor--Peo|.3le  with  skills  to  perform  any  kind  of  job  well 

W.    Capitah^Tools,  machines,  and  buildings  used  to  produce  what  is  wanted 

X.     Management-Skill  to  direct  and  control  all  the  other  resources 

Y.     Technology^^Ability   to   produce   more   goods  and  services  with  fewer 
resources 

2,  Entrepreneur-Person  who  organizes  and  manages  a  business,  assuming  the 
risk  for  tlie  sake  of  the  profit 

IL    Resources  necessary  for  production  of  goods  and  services  (Transparencies  1,  2, 
and  3) 

A.  Natural  resources 

B,  Labor 

C.  Capital 

D,  Management 

ML    Economic  goals  of  American  people  (Transparencies  5,  6,  and  7) 

(NOTE:  Goals  may  conflict.  Therefore,  Americans  must  try  to  achieve  the  best 
combination  or  "mix"  of  these  goals.  It  is  the  privilege  and  responsibility  of 
all  Americans  to  know  the  issues,  vote  on  bills,  and  elect  officials  at  all  levels 
of  government  who  will  help  achieve  these  goalsj 

A.  Economic  efficiency-Getting  the  most  of  time,  energy,  money,  and  abilities 

B.  Economic  growth-Obtaining  better  education,  highways,  hospitals,  postal 
service,  fire  and  police  protection,  and  recreational  facilities  for  all 
Americans 

C*     Economic  stability=^Avoiding  recessions,  depressions,  and  inflation 
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D,  Economic  security -^Protecting  eigainst  risks  people  run  into  in  their  daily 
lives 

Exampte:  '  Security  nviy  be  obtained  through  individual  savings  and 
insurrince  programs,  labor  unions,  and  government  programs 
sucii  as  social  security.  Medicare,  FDIC,  unemployment 
compensation,  and  farm  price  supports 

E,  Economic  freedorn-Going  into  business  to  produce  whatever  goods  and 
services  a  person  thinks  he/she  can  sell  at  a  profit 

(NOTE:  This  also  includes  the  freedom  to  leave  a  business^ 

F,  Economic  justice-^Applying  economic  policies  to  the  ideas  about  what  is 
right  and  wrong 

Examples:  Minimirm  wage  laws,  individuals  being  financially  able  to 
support  churches  and  other  charitable  organizations 

IV,  Roles  of  government  in  the  economy  (Transparency  8) 

A.  Producer  and  consumer 

(NOTE:  Federal,  state,  and  local  governments  are  the  biggest  businesses 
in  the  country.) 

■"^  Example:  Government  hires  workers,  buys  raw  materials,  produces 
postal  services,  establishes  universities,  runs  hospitals, 
provides  police  and  fire  protection,  and  collects  taxes  to  pay 
for  the  production  costs 

B.  Regulator  and  protector 

(NOTE:  The  government  in  this  role  sets  rules  for  banks  and  advertising; 
pollution  controls;  building  codes;  food,  drug,  and  cosmetic  standards; 
utility  rates;  and  enforces  wage  and  age  recjuirements  for  employment,) 

C.  Promoter  of  economic  goals  of  American  people 

V.  Roles  of  individuals  and  businesses  in  the  economy  (Transparency  9) 

A.  Individuals  and  businesses  save  money 

B,  Savings  are  then  invested  in  machines,  tools,  factories,  stores,  and  offices 
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C.  Labor  works  to  produce  yoocis  and  services  for  themselves  and  otiiers 

D,  Business  firovideij  wages,  sniariys,  cind  stock  dividends  with  which  indivickials 
can  Scive  and/or  purcluise  goods  and  servictfs 

Function  of  supply  and  dernand  schedules  (Transparencies  10  and  11) 

A.     Demand  and  supply  ore  tlie  totals  of  individual  decisions  of  millions  of 
individual  buyers  and  sellers 

Total  qLiantlties  of  demand  and  supply,  interacting  with  each  other, 
determine  tlie  price  of  a  good  or  service 

Things  that  determine  the  degree  of  elasticity  of  demand  (Transparencies  10 
and  11) 

A.  Whether  a  good  or  service  is  a  necessity  or  luxury 

(NOTE:  Luxuries  are  more  elastic  than  necessities.  Thus,  more  luxury  items 
would  usually  be  demanded  at  lower  prices  J 

B.  Availability  and  price  of  substitute  products 

Examf3le:  Apples  may  be  substituted  for  oranges^  If  the  price  of  apples 
went  down,  people  might  buy  more  apples  and  less  oranges 

C.  Amount  of  money  people  are  willing  and  able  to  spend 

Ways  f)rices  influence  the  economy  (Transparencies  12,  13,  and  14) 

A.    Prices  determine  wliat  will  be  produced  by  sliowing  what  is  profitable  and 
not  profitable  to  sell 

Prices  dutiMiniFiu  how  scarce  resources  will  be  used 

C.     Prices  determine*  liow  sofrietfiiny  will  be  produced 

Exam[)le:  M  an  item  can  be  made  from  plastic  cheaper  than  it  can 
bu  made  from  glass  and  if  the  consumers  have  no  preference, 
the  item  would  be  made  from  plastic  instead  of  glass  to 
reduce  the  cost  of  [;roduction 

D=     Prices  determine  who  can  afford  to  gel  certain  goods  and  services 
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,E.     Individual's  clccisions  are  influenced  by  prices 

Example;        Price  changes   influence   buying  and   selling   habits  and 
occupational  decisions 

F.  People  collectively  determine  prices  by  what  they  are  willing  to  buy 
(NOTE:  This  is  known  as  the  "economic  vote.") 

G.  Producers  try  to  learn  how  consumers  will  "vote"  or  purchase  goods  and 
services  by  studying  past  sales  records  and  by  conducting  marketing  studies 

IX.    Benefits  of  competition  and  profit 

(NOTE:  The  average  net  profit  in  retailing  is  four  percent  or  four  cents  out 
of  every  dollar  of  sales.  The  average  return  on  investment  for  all  industries  is 
about  eleven  percent.  Profits  may  be  used  to  invest  in  new  equipment,  pay 
dividends,  conduct  research,  and  support  educational  and  charitable 
organiza'  ons.) 


A. 

Stimulate  the  development  of  new  or  improved 

goods  and  services 

B. 

Cause  scarce  resources  to  be  used  as  efficiently 

as  possible 

C. 

Reduce  prices 

D. 

Motivate  people  to  open  new  businesses 

Create  more  new  jobs 

(NOTE:  No  profits  *  No  capital  -  No  tools  ^ 

No  jobs.) 

Encourage  more  effective  selling  and  promotion 

techniques 
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to  prevent 
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,  .  .  Free  decision-making 
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businessperson,  a 

consumer 


ERlcS 


esire  for  Security  vs  Desire  for  EfTiciency 


i  tariff  on  foreign  goods 
itering  the  U.S.  to 
rotect  domestic 

roducers   may  conflict  with  .  .  .  free  trade  which 

leads  to  more  effective 
use  of  productive 
resources  and  gives 
consumers  lower  prices 


Desire  for  Growth  vs  Desire  for  Justice 


Building  interstate 
highways  around 
cities  to  improve 

transportation . .  >  may  conflict  with  . . ,  Businass  interests 

of  motels,  gas  stations, 
and  restaurants  on  old 
road  through  city 

m  I 


Circular  Flow  Between  Produceis 
ind  the  Public 


PRODUCTIVE  RESOURCES, 


Factors  Market 


Supply  and  Demand  Schedule 


Phonograph  Album 

Niinnhpr  hf  Phnnnnranh 

ivUlliygl  Ul  1  IIUMUyiy[JII 

Albums  Wanted  at  that  Price 

Number  of  PhonooraDh 
Albums  Supplied  at  that  Price 

$5.00 

500,000 

1,000,000 

$4.00 

600,000 

000,000 

$3.50 

700,000 

700,000 

$3.00 

800,000 

600,000 

$2.00 

1,000,000 

400,000 

Supply  and  deinand  determines  price  and  number  produced 


Supply  and  Demand  Cun/es 

Price  of  Footballs 
$5,00 


USA 

USSR 

Population  (1969) 

203,213,000 

240,567,000 

Gro^i  Nitionsl  Product" 

Value  of  total  goods  and  services 

produced  per  person  (10?0! 

$2,000 

Telephones  in  use 

115,222,000 

12,000,000 

mail  sent 

79,960,000,000 

7,584,000,000 

Daily  newspaper  circulation 

62,060,000 

26,911,000 

Radios 

285,000,000 

90,100,000 

Televisions 

81,000,000 

30,744,000 
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2. 


ASSIGNMENT  SHEET  #1^'APPLICATI0N  OF  ECONOMIC  PRINCIPLES 


Greasy  Drive-In  was  the  only  drive-ln  in  Podunk  City  and  the  surrounding  area. 
Most  everybody  in  Podunk  loved  to  eat  hamburgers.  Therefore,  Greasy  Drive-ln 
could  charge  a  high  price  for  its  hamburgers  and  get  away  with  it. 

A  new  drive-In,  Teanybopper  Hangout  opened  In  the  spring.  They  sold 
hamburgers  for  less  than  Greasy  Drive-ln.  Consequently,  Greasy  Drive-ln  had 
to  lower  their  prices  or  improve  their  hamburgers  to  justify  the  higher  prices. 
What  economic  principle  is  involved  in  this  situation? 

a.  Woody'S  Lumber  Yard  could  sell  200  gallons  of  a  peachy  pink  house  paint 
during  the  year  for  seven  dollars  a  gallon.  If  the  demand  for  peachy  pink 
house  paint  increased  to  400  galloni  per  year,  could  the  lumber  yard  increase 
the  price  per  gillon? 

bz.  If  the  demand  for  peachy  pink  house  paint  decreased  to  100  gallons  per 
year,  what  could  the  lumber  yard  do  to  the  price  of  peachy  pink  house 
paint  to  increase  sales? 

c.  If  the  price  of  tangerine  orange  house  paint  was  lowered  and  many  people 
began  to  purchase  tangerine  orange  house  paint  instead  of  peachy  pink  house 
paint,  what  ennnomic  principle  would  be  involved? 

a.  If  the  price  of  flour  was  raised  25  percent,  would  the  demand  for  flour 
change  much? 

b,  If  the  price  for  sterling  silverware  was  raised  or  lowered  by  50  percent, 
would  the  demand  for  the  silverware  change  much? 
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ANSWERS  TO  ASSIGNMENT  SHEET 

Competition 

a.  Yes 

b.  Lower  the  price 

c.  Elasticity;  the  price  of  peachy  pink  house  paint  is  elastic 

a.  No,  flour  Is  a  necessity  and  would  probably  not  be  effected  much  by 
change  in  price.  In  other  words,  most  necessities  are  inelastic. 

b.  Yes 
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TEST 


Match  the  i  ms  on  ;he  right  to  the  correct  definitions  by  placing  the  appropriate 
numbers  in  the  blanks  provided.  Terms  and  definitions  are  continued  on  the 
following  pages. 


^a.  Economic  and  political  system  where  the 
government  leaders  try  to  achieve 
equality  by  controlling  ^  property  and 
production  and  by  deciding  how  and  to 
whom  goods  and  services  are  distributed 

b.  Depending  on  others  to  provide  most 
goods  and  services  as  a  result  of 
specialization  ' 

_c.  Study  of  how  persons  can  best  consume, 
produce,  and  distribute  goods  and 
services  to  try  to  satisfy  their 
never-ending  and  ever-increasing  wants 


d. 


Economic  and  political  system 
characterized  by  elected  representatives, 
limited  government  control,  and 
freedoms  such  as  the  freedom  of  speech, 
the  right  to  own  property,  right  to 
choose  a  job,  and  the  freedom  of  religion 


^e.  System  where  most  production  is  done 
by  privately  owned  corporations, 
partnerships,  and  private  citizens  in  a 
free  market;  sometimes  called  private 
enterprise 

f.  Choosing  among  the  variety  of  ways  of 
consuming  or  using  scarce  resources  to 
produce  the  goods  and  services  wanted 

g.  Economic  and  political  system  where  the 
government  controls  most  means  of 
production 


Skill  to  direct  and  control  al 
resources 


the  other 


1 , 

Economics 

2 

Miiucation 

Opportunity 

cost 

4. 

Specialization 

5, 

Interdependence 

6. 

Free  enterprise 

7. 

Product  market 

o 

Natural 

resources 

9. 

Supply 

10. 

Demand 

11. 

Elasticity 

12. 

Inelasticity 

13. 

Communism 

14. 

Labor 

15. 

Capitalism 

16. 

Socialism 

17, 

Economic 

system 

18. 

Macro-economics 

19. 

Capital 

20. 

Micro=economics 

i.  True  value  of  what  individuals  and  21,  Factor 
societies  must  give  up  when  they  decide  market 
to  use  a  resource  to  produce  one  good 

or  service  instead  of  another  22.  Liabilities 

23  Assets 

j.   Amount  of  a  good  or  service  a  customer 

will  want  to  buy  at  different  prices  at  24.  Management 
a  particular  time 

25.  Technology 

k.  Individuals  or  countries  doing  the  Jobs 

they  are  best  fitted  to  perform  instead      26.  Entrepreneur 
of  dividing  their  resources  among  many 
different  jobs 

1.  Amount  of  goods  or  services  that  will 
be  offered  for  sale  at  different  prices 

m.  Tools,  machines,  and  buildings  used  to 
produce  what  is  wanted 

n.  Where  goods  and  services  are  sold  by 
producers  to  consumers  who  in  turn  pay 
money  to  the  producers  for  these  goods 
and  services 


0.  Where  the  factors  of  production  flow 
from  the  public  to  the  produnnrs  and 
where  money  payments  flow  from  the 
producers  back  to  the  pubric 

p.  Condition  where  demand  is  not  affected 
much  by  a  change  in  price 

q,  How  much  the  demand  for  a  good  or 
^rvice  will  increase  if  the  price  is 
lowered  or  how  much  the  demand  will 
decrease  if  the  price  is  raised 

r.  Looking  at  the  whole  economy,  such  as 
the  rate  of  growth  for  the  country, 
inflation,  total  employment,  and  total 
production 

s.  People  with  skills  to  perform  any  kind 
of  Job  well 

t.  Organized  system  whereby  a  country 
allocates  resources  among  alternative 
uses 
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u.  Looking  at  an  individual  part  of  the 
economy,  ..  such  as  an  individual 
consumer,  individual  buiiness,  or  a 
market  for  a  particular  product 

V.  Everything  owned  by  or  due  a  business 

w.  All  claims  against  a  corporation 

Ki  Land,  water,  lumber^  fTunersIs,  fuel 


 y.  Ability   to  produce  more  goods  and 

services  with  fewer  resources 

Person  who  organizes  and  nnanages  a 
business,  assuming  the  risk  for  the  sake 
of  profit 

2.  List  the  resources  necessary  for  production  of  goods  and  services. 

a.  ........... 

b. 
c. 
d. 

3.  Match  the  economic  goals  of  American  people  to  statements  discrlbing  each 
goaL  An  answer  may  be  used  more  than  once. 

a.  Obtaining  better  education  for  all 
Americans 

b.  Going  into  business  to  produce  whatever 
goods  and  services  a  person  thinks  he/she 
can  sell  at  a  profit 

c.  Getting  the  most  of  time,  energy, 
money,  and  abilities 

 _d.  Obtaining  better  highways 

e.  Avoiding  recessions,  depressions,  and 
inflation 

f.  Obtaining  better  hospitals  for  all 
Americans 

Obtaining  better  postal  service 


Economic 
efficiency 

Economic 
growth 

Economic 
stability 

Economic 
security 

Economic 
freedom 

Economic 
Justice 
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h.  Protecting  against  risks  people  run  into 
in  their  daily  lives 


 ^i.    Obtaining  better  recreational  facilities 

for  all  Americans 

 Applying  economic  policies  to  the  ideas 

about  what  is  right  and  wrong 

k.  Obtaining     better     iire     and  police 
protection  for  all  Americans 

List  the  roles  of  government  in  the  economy. 

a, 

b. 

c. 

Discuss  the  roles  of  individuals  and  businesses  in  the  economy. 


Discuss  the  function  of  supply  and  demand  schedules. 


List  the  things  that  determine  the  degree  of  elasticity  of  'deftftnd 
a.  '  ' 

b. 
c. 
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8.  Select  from  the  list  below  the  ways  prices  influence  the  economy.  Place  an  "X" 
In  the  correct  blanks. 

 ^a.  Prices  determine  what  will  be  produced  by  showing  what  Is  profitable 

and  not  profitable  to  sell  _  . 

^   Prices  determine  how  scarce  resources  will  be  used 

c.  Prices  determine  how  something  will  be  produced 

 ^d.  Prices  determine  who  can  afford  to  get  certain  goods  and  services 

 ^e.  People  collectively  determine  prices  by  what  they  are  willing  to  buy 

 f.  Individuars  decisions  are  influenced  by  prices 

Producers  try  to  learn  how  consumers  will  "vote"  or  purchase  goods 
and  services  by  studying  past  sales  records  and  by  conducting  marketing 
studies 

9.  List  the  benefits  of  competition  and  profit, 
a. 

b. 
c. 
d. 
e. 
f. 

10.       Apply  economic  principles  to  business  situations, 

(NOTE:  If  the  above  activity  has  not  been  accomplished  prior  to  the  test,  ask  the 
teacher-coordinator  when  it  should  be  completedj 
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ECONOMICS  OF  FREE  ENTERPRISE 
UNIT  I 


ANSWERS  TO  TEST 

1.  a.  13  f.     2  k,     4  p.     12  u.     20  z.  26 

b.  5  g.     16  L      9  q,     11  v.  23 

c.  1  h,     24  m.    19  r.      18  w.  22 

d.  15  i,      3  7  s,      14  k.  8 

e.  6  j.      10  o.     21  t.      17  y.  25 

2.  a.  Natural  resources 
b.  Labor 

c=  Capital  * 

d.  Management 

3.  a,  2  e.     3  i,  2 

b.  5  f.     2  j,  6 

c.  1  g.     2  k.  2 

d.  2  h,  4 

4.  a.  Producer  and  consumer 

b.  Regulator  and  protector 

c.  Promoter  of  economic  goals  of  American  people 

5.  Discussion  should  include: 

a.  Individuals  and  businesses  saye  money 

b.  Savings  are  then  invested  in  machines,  tools,  factories,  stores,  and  offices 

c.  Labor  works  to  produce  goods  and  services  for  themselves  and  others 

d.  Business  provides,  wages,  salaries,  and  stock  dividends  with  which  individuals 
can  save  and/or  purchase  goods  and  services 


'/yo 


Discussion  should  include: 

a.  .Demand  and  supply  are  the  totals  of  individual  decisions  of  millions 
individual  buyers  and  sellers 

b.  Total  quantities  of  demand  and  sup|}ly,  interacting  with  each  oth 
determine  the  price  of  a  good  or  service 

a.  Whether  a  good  or  service  is  a  necessity  or  luxury 

b.  Availability  and  price  of  substitute  products 

c.  Amount  of  money  people  are  willing  and  able  to  spend 

a.  b,  c,  d,  e,  f,  g 

B,  Stimulate  the  development  of  new  or  improved  goods  and  services 

b.  Cause  scarce  resources  to  be  used  as  efficiently  as  possible 

c.  Reduce  prices 

d.  Motivate  people  to  open  new  businesses 
e=  Create  more  new  jobs 

f.  Encourage  more  effective  selling  and  promotion  techniques 
Evaluated  to  the  satisfaction  of  the  teacher-coordinator 
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GOVERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 


UNIT  OBJECTIVE 

After  completion  of  this  unit,  the  student  should  be  able  to  list  areas  of  government 
involvement  In  the  marketplace,  ways  to  protect  against  big  business  and  monopolies,  and 
reasons  the  government's  role  has  increased.  He/she  should  be  able  to  name  the  methods 
of  spending  tax  money  and  select  from  a  list  reasons  for  striving  to  reach  economic  goals. 
He/she  should  also  be  able  to  discuss  the  characteristics  of  our  modified  free  enterprise 
system,  problems  with  government  involvement,  criteria  for  government  Involvement  in 
the  market,  and  ways  the  federal  government  influences  the  economy  through  fiscal  policy 
and  Federal  Reserve  bank  policies.  This  knowledge  will  be  evidenced  by  an  overall  score 
of  eighty-five  percent  on  the  unit  test. 


SPECIFIC  OBJECTIVES 


After '  completion  of  this  unit,  the  student  should  be  abie  tc: 

1.  Match  terms  associated  with  govenmpr^L  and  the  A.iM^rican  market  to  the 
correct  definitions. 

2.  Discuss  the  characteristics  ui  our  modified  free  enterprise  system, 

3.  Name  the  methods  of  spending  tax  money. 

4.  List  areas  gf  government  involvement  in  the  marketplace* 

5.  List  reasons  the  government's  role  has  incre^/isad. 

6.  Discuss  problems  with  government  involvemenf, 

7.  List  ways  to  protect  against  big  business  and  mofiGpoliss. 

8.  Discuss  the  criteria  for  government  involvement  -n  the  market. 

9.  Select  from  a  list  the  reasons  for  striving  to  reach  economic  goals. 

10.  Discuss  ways  the  federal  government  influences  the  economy  through 
Federal  Reserve  bank  policies. 

11.  Discuss  the  ways  the  federal  govynv/^'ant  influences  the  economy  through 
fiscal  policy. 
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GG.'ERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 

SUGGESTED  ACTIVITIES 

Teacher-Coordinator: 

A.  Provide  student  with  objective  sheet  = 

B.  Give  pretest  using  objective  sheet= 

C.  Obtain  guest  speaker  fronn  local  bank, 

D.  Provide  student  wlih  information  and  assignment  sheets 

E.  Make  transparencies, 

F.  Discuss  unit  and  specific  objectives, 

G.  Discuss  information  and  assignment  sheets. 

H.  Give  test.  '  .  ~-Lp:. 
L      Reteach  if  necessary. 

J.     Test  again  until  minimum  standard  is  reached. 
Student: 

A,  Read  objective  sheet. 

B,  Study  information  sheet, 

C,  Take  notes. 

D,  Complete  assignment  sheet. 

E,  Take  test(s). 

INSTRUCTIONAL  MATERIALS 

Included  in  this  unit: 

A.  Objective  sheet 

B.  Information  sheet 

C.  Transparency  masters 

1.  TM  1"Hovv  Tax  Money  Is  Spent 

2.  TM  2-VVays  to  Deal  with  Monopoly 

7y8 


3.  TM  3-Helping  Growth 

4.  TM  4-Limiting  Growth 

5.  TM  B^^Fecieral  Reserve  System 

6.  TM  6=-Market  Operations  of  Federal  Reserve  Banks 

D.  Assignment  Sheet  #1=^TV  Terms  Poll 

E .  Test 

Answers  to  test 


Reference^-Calderwood,  James  D.,  and  Fersh,  George  L.  Economics 
Dec/sion^Making,  New  York:  Macmillan  Publishing  Company,  Inc.,  1974, 
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GOVERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 


INFORMATION  SHEET 


Terms  and  definitions  (Assignment  Sheet  #1) 

A.  Monopoly-Situation  where  only  one  seller  exists  in  a  marketing  area 
Example;     '    Telephone  company,  natural  gas  company,  and  labor  unions 

B.  Subsidize-Assist  or  give  aid  to  farms,  industries,  and  publicly  owned 
facilities  from  tax  money 

C.  Discretionary  income-Money  beyond  what  is  needed  for  food,  clothing, 
shelter,  and  taxes;  may  be  spent  or  saved  any  way  a  person  warns 

D.  Gross  national  product  (G.NPl^^Total  dollar  value  of  all  goods  and  services 
produced  in  one  year;  used  to  measure  economic  growth 

E.  Manhours^-Number  of  workers  multiplied  by  the  number  of  hours  they 
work;  one  way  of  measuring  productivity  in  the  United  States 

F.  Puritan  ethic-Belief  in  the  virtues  or  benefits  of  hard  work,  thrift,  and 
self-reliance 

G.  Ethics-Standards  of  conduct;  moral  standards 

H.  Conspicuous  consumption-Spending  for  thing:    ot  needed  in  order  to 
"show  off" 

I.  Depression-Time  when  the  natural  resources,  Uibor,  and  capital  of  the  nation 
are  not  fully  used,  people  are  unemployed,  and  many  businesses  fail 

(NOTE:  The  Great  Depression  of  1930-1941  was  the  longest  and  worst 
depression  in  American  history,) 

J,     Recessions-Similar  to  a  depression  but  shorter  and  milder  or  only  affectincj 
certain  industries 

K.     Inflation-Noticeable  rise  in  the  averacje  of  all  prices 

(NOTE:  This  is  particularly  hard  on  retired  peopin  uJ  other  [leoplo  with 
fixed  incomes.  It  tiho  decreasea  tho  huyintj  power  of  [lootilo's  savings,! 
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Fixed  income-Income  which  does  not  rise  with  increases  in  cost  of  living 

Consumer  Price  Index-^Measures  changes  in  prices  of  several  hundred 
commodities  and  services  purchased  by  urban  wage  earners  and  clerical 
workers 

(NOTE:  This  Includes  the  principal  items  of  food,  clothing,  rent, 
transportation,  medical  care,  recreation,  entertainment,  and  other  typical 
family  expenditures.) 

Fractional  rese:ve  requirement-System  where  only  a  portion  of  each  dollar 
on  deposit  is  kept  on  reserve 

Example:  If  a  commercial  bank  is  required  by  the  Federal  Reserve  Bank 
to  keep  10%  In  reserve,  the  commercial  bank  can  potentially 
loan  up  to  $10,000  by  keeping  a  $1,000  deposit  in  reserve 

81,000-  .lOof  X 
S1,000 +.10 -810,000 

Federal  Reserve  System-Twelve  banks  which  do  business  only  with 
commercial  banks,  the  United  States  government,  and  foreign  governments 

Discount  rate  pollcy^-Amount  of  interest  charged  by  a  Federal  Reserve  bank 
on  loans  to  commercial  banks 

Quotas-Limit  on  the  amount  of  goods  that  can  be  imported  each  year 

Fiscal  policy-Methods  the  federal  government  uses  to  handle  taxes, 
expenditures,  and  management  of  the  national  debt 

Fiscal  year-Way  the  government  keeps  Its  books  (budget);  is  often 
abbreviated  FY 

Budget  deflcit-When  the  total  amount  spent  by  the  government  is  more 
than  the  total  amount  of  tax  money  brought  in 

Efficient--Not  wasteful 

Commercial  bank-State  or  national  bank  which  does  business  with  the 
general  public 

(NOTE:  The  main  difference  between  commercial  banks  and  savings  and 
loan  associations  is  that  commercial  banks  offer  checking  account  services.) 


Modify-'Limit,  changa,  or  qualify 
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jV;:  V  INFORMATION  SHEET 

:     •  X.     Depreciation  allowance--Decreasing  value  of  machines  and  equipment  each 

:  year  until  they  are  replaced 

Y.    Marketplace-General  term  for  all  trade  or  economic  activity 

;       ■  Z.     Incentive-Motivation,  encouragement,  stimulation 

IL    Characteristics  of  our  modified  free  enterprise  system 

A.  Permits  local,  state,  and  federal  governments  to  play  a  role  in  how  resources 
will  be  used 

B.  Allows  some  monopolies  to  exist 
Example:        Telephone  company 

C.  Has  profit  motive  as  main  incentive 

D.  Maintains  efficiency  through  competition  in  the  marketplace 

E.  Determines  kinds  and  levels  of  production  mainly  by  consumer  purchases 

F.  Provides  rights  to  own  property,  to  enter  or  leave  a  job,  and  to  make 
contracts 

III,  Methods  of  spending  tax  money  (Transparency  1) 
A.     Buying  goods  and  services  for  the  nation 

EKample:  Building  roads,  paying  teachers,  and  defending  the  country 
Transferring  money  to  people  without  expecting  goods  or  services  in  return 

Example:  Social  security  benefits  to  the  disabled,  retired,  widowed, 
and  orphaned;  veterans  benefits;  subsidies  to  farms  and  vital 
industries;  and  welfare 

IV.  Areas  of  government  involvement  in  the  marketplace 

(NOTE:  When  the  government  intervenes  in  the  market,  the  market  does  not 
operate  solely  according  to  the  laws  of  supply  and  demand.) 

A.     Floor  (minimum)  and  ceiling  (maximum)  boundaries  set  on  wages  and  prices 
(NOTE:  BoundariciS  may  afiect  unemployment,) 

8  '^j  ^ 
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B.     Regulations  on  public  utilities 

Examptes:  Airlines,  railroads,  telephone  company,  and  gas  and 
electricity  rates 

Tariffs  on  imports  to  encourage  the  sale  of  American  goods 
V.    Reasons  the  government's  rote  has  increased 

A.  Larger  populations  and  movement  to  larger  cities  require  more  goods  and 
services 

Example:  Sewers,  street  lights,  garbage  trucks,  health  regulations, 
building  and  zoning  regulations,  training  of  people  whose 
skills  have  become  useless  because  of  automation,  training 
people  with  economic  disadvantages,  and  pollution  controls 

(NOTE:  Such  services  are  often  necessary  before  industry 
will  locate  in  a  cityj 

B.  Need  for  national  defense  has  increased 

(NOTE:  Major  industries,  such  as  aerospace  and  electronics,  depend  heavily 
on  government  contracts.  As  a  result,  many  cities  with  defense  industries, 
such  as  San  Diego,  California,  Midwest  City,  Oklahoma,  and  Honolulu, 
Hawaii,  depend  on  government  defense  activity.  However,  war  and  defense 
are  not  required  for  full  employment  to  take  place  in  the  long  run  as  these 
resources  could  be  put  into  producing  other  products  during  peace  time.) 

C.  Desire  for  justice 

EKample:         Low  rent  housing,  equal  employment  opportunities  for  all 

sexes  and  races 

D.  Desire  for  economic  security 

Example:  Medicare;  Federal  Deposit  Insurance  Corporation  (FDIC)  to 
insure  bank  accounts;  actions  to  try  to  prevent  depressions, 
recessions,  inflation,  and  unemployment 

Vl.    Problems  with  government  involvement 

A.    Government  is  somtjtimes  not  as  efficient  as  private  business  because 
government  agencies  do  not  have  to  be  concerned  with  profit  and  loss 
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1.  Government  agencies  do  not  have  to  use  resources  wisely  in  order 
to  make  a  profit  or  to  compete 

2.  Civil  service  safeguards  lessen  the  influence  of  politics  on 
government  employees  but  may  make  it  difficult  to  fire  the  few 
people  who  may  not  do  a  job  well 

People  often  lose  certain  freedoms  of  choice 

VI L    Ways  to  protect  against  big  business  and  monopolies  (Transparency  2) 

(NOTE:  Big  business  is  neither  good  no^  bad.  The  accuniulation  of  large  amounts 
of  capital  may  often  be  put  to  good  usej 

A.  ,  An ti -trust  laws 

Direct  regulations  of  public  utilities  by  federal  and  state  commissions 

Example:        Interstate  Commerce  Commission  for  railroads  and  Federal 
Power  Commission  for  power  plants  crossing  state  lines 

* 

VI IK    Criteria  for  government  involvement  in  the  market 

(NOTE:  Thomas  Jefferson  said,  "That  government  governs  best  which  governs 
least/') 

A.    When  profit  is  not  the  goal  and  a  good  or  service  is  vitally  neRdod 
Example:  Education 

When  services  should  be  available  to  all  regardless  of  their  ability  to  pay 
Example:         Fire  protection 
IX,    Reasons  for  striving  to  reach  economic  goals  (Transisarencies  3  and  4) 
A.     Raise  the  standard  of  living  for  more  peopin 

(NOTE:  Growth  while  preserving  the  natural  environmant  is  the  goaL) 
Have  full  employment 

(NOTE:  The  increase  in  population  and  new  technological  advances  create 
a  need  for  more  people  with  skills  and  lass  need  for  [people  witfi  little 
or  no  skilh  Full  employment  does  no!  mean  that  100%  of  those  persons 
able  to  work  are  emf)loyed.  Four  percent  or  more  ol  the  labor  force  may 
not  be  seeking  employment  for  mnny  reasons,  sunh  as  hf^iiuj  enrnllefj  in 
school,) 

8  U  4 


INFORMATION  SHEET 


C.  Compete  in  international  market  with  countries  such  as  Japan  and  Germany 

D.  Meet  the  challenge  of  communism  to  replace  the  United  States  as  the  world's 
leading  power 

E.  Provide  assistance  and  guidance  to  developing  countries 

Ways  federal  government  influences  the  economy  through  Federal  Reserve  bank 
policies 

A,     Reserve  policy  (Transparency  5) 

1 .  Promotes  growth  and  stability  by  managing  the  supply  or  amount 
of  money  in  the  nation 

2.  Manages  the  money  supply  by  influencing  the  amount  of  money 
commercial  banks  must  keep  in  reserve  and  how  much  money 
commercial  banks  can  loan 


Example:  If  the  Federal  Reserve  bank  requires  its  commercial 
banks  to  hold  more  money  in  reserve,  then  there 
will  be  less  money  available  from  commercial 
banks  for  loans  and  investments.  When  it  becomes 
necessary  for  less  money  to  be  in  circulation,  this 
is  called  a  tight  money  situation 

B.     Discount  policy 


1.  Commercial  banks  may  increase  their  ability  to  make  loans  to 
the  public  by  increasing  the  amount  of  money  held  in  their  bank's 
reserve  "  - 

2.  Amount  of  money  in  reserve  may  be  increased  by  commercial 
banks  borrowing  from  a  Federal  Reserve  bank 

3.  Discount  rate  (interest)  charged  by  the  Federal  Reserve  bank  for 
loans  to  commercial  banks  tells  what  the  federal  government  feels 
should  be  done  to  help  the  economy 

a.  High  discount  rates  increase  the  costs  to  commercial  banks 
and  mean  that  less  lendincj  should  be  done  by  commercial 
banks  to  the  public 

b.  Low  rates  deLrease  the  costs  to  commfircial  banks  and  meafi 
ihcit  more  lunding  by  conimorcial  bariks  to  the  public  should 
be  done 
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C,     Market  operations  (Transparency  6) 

1.  Reserves  in  commercial  banks  may  be  increased  by  the  federal 
government  buying  government  securities  (bonds)  from  individuals 
and  businesses  who  may  have  invested  in  government  securities 

2.  Company  which  sold  the  government  securities  would  place  the 
money  received  from  the  sale  in  a  commercial  bank 

3.  Commercial  bank  can  make  more  loans  and  investments  because 
its  reserves  have  been  increased  by  the  company's  deposit 

XL    Ways  the  federal  government  influences  the  economy  through  fiscal  policy 

A.  President  presents  to  Congress  each  January  a  budget  which  estimates  tax 
collections  and  government  spending  for  the  new  fiscal  year 

B.  Congress  passes  bills  to  agree  or  disagree  with  various  parts  of  the  budget 

C.  Federal  government  may  borrow  money  to  cover  the  national  debt  by  selling 
bonds  and  other  securities  to  the  public 

Example:        An  iiisurance  company  or  company  pension  fund  may  buy 
government  bonds 

D.  Federal  government  may  have  to  slow  down  the  economy  during  inflation 
by  increasing  taxes  and  decreasing  federal  spending 

(NOTE:  At  times,  the  government  may  have  to  stimulate  the  economy 
during  depresssion  or  recession.) 
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1 


Helping  Growth 


-4-^ 

1 1 1 

III 

IM 

III 

Stable  Governinent 

Encourages  business,  incentives  for  citiiers 


Researnii  and  Development 

Quantities  of     improved  products  at  less  cost 


Mass  Production 

Abundant  lupply  of  low-priced  goods 


lern  Tools 

Rising  productivity,  less  drain  on  human  ener 


B 


■I 


Mass  Education 

Increased  supply  sf  skilled  labor 


Federal  Reserve  Board 


Commercial  Banks 


st/Siate 


Loans  and  Investments 

s\  O 


INSURANCE  COMPANY  PLACES  $1,000,000  IN  COMMERCIAL  BANKS 


COMMERCIAL  BANKS  CAN  MAKE  $10,000,000  IN  LOANS 


S 
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GOVERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 

ASSIGNMENT  SHEET  #1--TV  TERMS  POLL 

Directioni:  Watch  a  national  television  news  broadcast  and  read  the  newspaper  for  a  week. 
Take  notes  on  the  number  of  times  the  terms  listed  below  are  mentioned.  Make  notes 
on  anv  new  economic  terms  you  do  not  understand  and  discuss  them  in  class. 


1. 

Economics 

24. 

Gross  national  product 

2. 

Allocation 

25, 

Manhours 

3. 

Economic  system 

26. 

Puritan  ethic 

4. 

Opportunity  cost 

27. 

Conspicuous  consumption 

6. 

Micro-economics 

28. 

Depression 

6. 

Macro-economics 

29. 

RiCission 

7. 

Specialization 

30, 

inflation 

8. 

Interdependence 

31, 

Consumer  Price  Index 

9. 

Free  enterprise 

32, 

Federal  Reserve  System 

10. 

Demand 

33. 

Discount  rate  policy 

11. 

Supply 

34. 

Quota 

12. 

Elasticity 

35. 

Fiscal  year 

13. 

Inelasticity 

36, 

Budget  deficit 

14. 

Product  market 

37. 

Efficient 

lb. 

Factor  market 

38. 

Commercial  bank 

16. 

Communism 

39. 

Modify 

17. 

Capitalism 

40. 

Fiical  policy 

18. 

Socialism 

41. 

Depreciation  allowance 

19. 

Fractional  reserve  requirement 

42. 

Assets 

20. 

Monopoly 

43. 

Liabilities 

21. 

Subsidize 

44. 

Marketplace 

22. 

Fixed  income 

45. 

Ethics 

23. 

Discretionary  income 

46. 

Incentive 

8 .1 9 


DE  II  *  77-1 


GOVERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 


TEST 


Match  the  terms  on  the  right  to  the  correct  definitions  on  the  left  by  placing 
the  appropriate  numbers  in  the  blanks  provided.  Terms  and  definitions  are 
continued  on  the  following  page. 


_a.  Limit  on  the  amount  of  goods  that  can 
be  imported  each  year 

_b.  Methods  the  federal  government  uses  to 
handle  taxes,  expenditures,  and  manage- 
ment of  the  national  debt 

_c.  Way  the  government  keeps  its  books 
(budget);  is  often  abbreviated  FY 

jd.  When  the  total  amount  spant  by  the 
government  is  more  than  the  total 
amount  of  tax  money  brought  In 

_^e.  Not  wasteful 

^f.  State  or  national  bank  which  does 
business  with  the  general  public 

g.   Limit,  change,  or  qualify 

_h.  Assist  or  give  aid  to  farms,  industries, 
and  publicly  owned  facilities  from  tax 
money 

i.   Time  when  the  natural  resources,  labor, 
and  capital  of  the  nation  are  not  fully 
-  used,  people  are  unemployed,  and  many 
businesses  fail 


J.   Spending  for  things  not  needed  in  order 
to  "show  off" 

^k.  Belief  in  the  virtues  or  benefits  of  hard 
work,  thrift,  and  self^reliance 


1. 

Modifv 

2. 

Discount  rate 

policy 

3. 

Depression 

4, 

Commercial 

'bank 

5. 

Federal  Reserve 

System 

6. 

Conspicuous 

consumption 

7. 

Efficient 

8. 

Fractional 

reserve 

1  5^  U  1 1  &  1  1  Icj  1  L 

0. 

Puritan  ethic 

10. 

Budget  deficit 

11. 

Consumer  Price 

Index 

12. 

Manhours 

13. 

Fiscal  year 

14. 

Inflation 

15. 

Gross  national 

product  (GNP) 

16. 

Fiscal  policy 

17. 

Recession 

B20 
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I, 

Number  of  workers  multiplied  by  the 

18. 

Discretionary 

number  of  hours  they  work;  one  way  of 

income 

measuring  productivity  in  the  United 
States 

19. 

Quota 

m. 

Income    which    does    not    rise  with 

20, 

increases  in  cost  of  living 

21 . 

MononnI  v 

iviwi  iwn^wi  y 

n. 

Total   dollar  value  of  all  goods  and 
services  produced  in  one  year;  used  to 
measure  economic  growth 

22. 

Depreciation 
allowance 

Money  beyond  what  is  needed  for  food, 

23. 

Fixed  income 

clothing,  shelter,  and  taxes;  may  be 

24. 

Marketplace 

spent  or  saved  any  way  a  person  wants 

Similar  to  a  depression  but  shorter  and 

25. 

Ethics 

milder     or     only    affecting  certain 

26. 

Incentive 

industries 

Situation  where  only  one  seller  exists  in 
a  marketing  area 

^r.  Amount  of  interest  charged  by  a  Federal 
Reserve  bank  on  loans  to  commercial 
banks 

_s.  General  term  for  all  trade  or  economic 
activity 

t.  Twelve  banks  which  do  business  only 
with  commercial  banks,  the  United 
States  government,  and  foreign 
governments 

_u.  System  where  only  a  portion  of  each 
dollar  on  deposit  is  kept  on  reserve 

V.  Measures  changes  in  prices  of  several 
hundred  commodities  and  services 
purchased  by  urban  wage  earners  and 
clerical  workers 

w.  Noticeable  rise  ir  the  average  of  all 
prices 

X.  Decreasing  value  of  machines  and 
equipment  each  year  until  they  are 
replaced 

y.  Standards  of  conduct;  moral  standards 
z.  Motivation,  encouragement,  stimulation 


er|c  8il 
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2.       Discuss  the  characteristics  of  our  modified  free  enterprise  system. 


3,  Name  the  methods  of  spending  tax  money, 
a, 

b. 

4,  List  areas  of  government  involvement  in  the  marketplacs 
a. 

b. 
c. 

5.  List  reasons  the  government's  role  has  increased, 
a. 

b, 
c. 

6.  Discuss  problems  with  government  involvement. 


7.       List  ways  to  protect  against  big  business  and  monopolies. 

a. 

B.       Discuss  the  criteria  for  government  involvement  in  the  market. 
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9.       Select  from  the  list  below  the  reasons  for  striving  to  reach  economic  goals.  Place 
an  "X"  in  the  correct  blanks. 

a.   Raise  the  standard  of  living  for  the  upper  ulasses 

 _b.  Have  full  employment 

Compete  in  international  market  with  countries  such  as  Japan  and 
Germany 

d.  Meet  the  challenge  of  communism  to  replace  the  United  States  as  the  ^ 
world's  leading  power 

e.  Provide  assistance  and  guidance  to  developing  countries 

10.       Discuss  ways  the  federal  government  influences  the  economy  through  the  Federal 
Reserve  bank  policies. 

a.     Reserve  policy 


Discount  policy 


a     Market  operations 


11.       Discuss  ways  the  federal  government  influences  the  economy  through  fiscal 
policy. 
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GOVERNMENT  AND  THE  AMERICAN  MARKET 
UNIT  II 

ANSWERS  TO  TEST 

1.  a.      19  Ik     20  o.     18  u,  8 

b,  16  i,  3  p,  17  V.  11 

c,  13  j.  6  q.  21  14 

d,  10  k,  9  r.  2  x,  22 
7  L  12  24  y.  25 

f.      4  m,    23  t,      5  z,  26 

1  n,  15 

2.  Discussion  should  include: 

a.  Permits  local,  State,  and  federal  governments  to  play  a  role  in  how  resources 
will  be  used 

b.  Allows  some  monopolies  to  exist 

c.  Has  profit  motive  as  main  incentive 

d.  Maintains  efficiency  through  competition  in  the  marketplace 

e.  Determines  kinds  and  levels  of  production  mainly  by  consumer  purchases 

f.  Provides  rights  to  own  property,  to  enter  or  leave  a  joby  and  to  make 
contracts 

3.  a.  Buying  goods  and  services  for  the  nation 

b.  Transferring  money  to  people  without  expecting  goods  or  services  in  return 

4.  a.  Floor  (minimum)  and  ceiling  (maKimum)  boundaries  set  on  wages  and  prices 

b.  Regulations  on  public  utilities 

c.  Tariffs  on  imports  to  encourage  the  sale  of  American  goods 

5.  a.      Larger  populations  and  movement  to  larger  cities  require  more  goods  and 

services 

b.  Need  for  national  defense  has  increased 

c.  Desire  for  justice 

d.  Desire  for  economic  security 

8i;4 


DiscLission  slioiild  incluclti 


ch     Government   is  HOfntUiiiuis  not        uffinicMit  m  privato  business  tjocnuso 
yovernment  agencios  do  not  hove:  to  im  concernod  with  profit  and  Icm 

1)  Guvernment  tKiuncies  tlo  nut  luivij  to  iise  rnsourcns  wisnty  in  ordur 
to  niiikn  ci  [)rf )i i t  or  to  cofTifunf:' 

2)  CivM    sorvicti   5af(}i|Ut}r(is    liisstm    the    influancu   ol    pohlics  on 
...              (jovurnment  einploynes  [)ut  rn^y  niake  it  difficult  to  fire  the  few 

f)eo^)!u  vvliQ  inuy  ^^^^t  tlu  u  jcjb  vvcll 

h.     People  often  lose  eerrrnfi  friHidonis  u\  choice 
ti.     Anti  trust  laws 

b.     Direct  rec|uUitiong  of  public  utilities  liy  federal  and  ntate  conimissions 
Discussion  should  include: 

a.     Wheti  profit  is  not  the  goal  and  a  yood  or  service  is  vitally  needed 
h.     When  sei vices  ^^l^'ould  be  avtiilable  to  all  reqardless  of  their  ability  to  pay 


Discussion  should  inciude: 

a.  Reserve  policy 

1)  Promotes  growth  and  stability  by  nianaging  the  supply  or  amount 
of  money  in  the  nation 

2)  Manages  the  money  supply  by  influencinr]  the  amount  of  money 
commercieil  banks  must  keep  in  reserve  and  how  much  money 
the  commercial  banks  can  loan 

b.  Discount  policy 

1)  Gommorcial  b^mk^  rmy  increase  their  ability  to  make  loans  to 
the  public  by  increasing  the  amount  of  money  held  in  their  bank's 

reserve 

2)  Amount  of  money  in  reserve  may  be  increased  by  commercial 
banks  borrowing  from  a  Federal  Reserve  bank 

3)  Discount  rate  (interest)  charged  by  the  Federal  Reserve  bank  for 
loans  to  commercial  banks  tells  what  the  federal  government  feels 
sliould  be  done  to  lielp  the  economy 

a)  High  discount  rates  increase  the  costs  to  commercial  banks 
and  mean  that  lesfi  lending  should  fie  done  by  commercial 
banks  to  the  public 

b)  Low  rates  decrease  the  costs  to  commercial  i}anks  and  mean 
that  mure  ieruiiny  by  comniurcial  banks  to  the  public  should 
be  done 
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Market  operations 


1) 


Reserves  in  commercial  banks  may  be  increased  by  the  federal 
government  buying  government  securities  (bonds)  from  individuals 
and  businesses  who  may  have  invested  in  gowernment  securities 


2) 


Company  which  sold  the  government  securities  would  place  the 
money  received  from  the  sale  in  a  commercial  bank 


3) 


Commercial  bank  can  make  more  loans  and  investments  because 
its  reserves  have  been  increased  by  the  company's  deposit 


11.       Discussion  should  include: 

a.     President  presents  to  Congress  each  January  a  budget  which  estimates  tax 
collections  and  government  spending  for  the  new  fiscal  year 

,b.     Congress  passes  bills  to  agree  or  disagree  with  various  parts  of  the  budget 

c.  Federal  government  may  borrow  money  to  cover  the  national  debt  by  selling 
bonds  and  other  securities  to  the  public 

d,  Federal  government  may  have  to  slow  down  the  economy  during  inflation 
by  increasing  taxes  and  decreasing  federal  spending 


